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16 Wovember 1997

MENORANDUM for the Opernting Committze

SUBJECT 2 Orgaﬁizatﬂ on of Task Teams %o Evaluate the
Eecommendations of the Library Consultants

1o Attached are the siatements of the sevenicen {17) projects ”
lato which the recommendaticns of the Library Consultants have been
Sdﬂmrﬂr--h'&du

20 ”f‘ne second and current phage of the evaluvation of the
Consultants® findings is the crganizaticn of Task Teams to study
these problems.

3, Nominations for participents £rom within OCR will be
discussed at ocur stali meeting om 19 Novenber,

lte By copy of this merfwrundun AD/RR, AD/SI, and AD/BI

are requested to review these atischments with a view %o ideniis
fying competent senlor -.nte_i...t.igence cificers within their owm
&ti‘mbs who mlght be detalled for woerk on one or mors of the
necessary Task Teams.

Paul A, Borel 25X1
Assistant Director
Central Refevence

ee:  AD/RR

AD/S1
AD/BY
SoEB=(eRei]
\
d
, ] g
“ ' ' ‘ 4
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OFFICE OF CENTRAL REFERFNCE

18 November 1957
Project ONE

To study the Intellofax system in orxder to determine ifs

(1) the encoding of requests is unrellableo

(2) the citatione are inadequateo

(3) the system is unsufficiently used.

(1)) the same data is given on repeated runs for the
same codes.

(5) the service is slow, untrustworthy, and costlye

(6) the older cards are unavailable.

(7) the system regquires excessive space.

(8) the system duplicates work done in the other
OCR Reglsters.

(9) the system fails to provide service ab as high
an intellectual lewel as is needed for the program

of the Agency.

Sohel =R=E=T
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OFFICE OF CENTRAL REFERENCE
18 November 1957 .

Project TVWO

To study the machine filing and reproduction of IBM index cards

| in order to determine ifs
. (1) machine filing and selection is limited by virtue

of the multiplicity of IBM file decks.
(2) the machine files require excessive spaceo ~
(3) machine sorting and refinement is minimal.
(L) fascimile and photostat expediter service can

be obtained at lower cost by use of other

pProcesses.
(5) the reproduction ration in use on the photostat

expeditors should be increased.

S=E=f=R=k<=T
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OFFICE OF CENTRAL REFERENCE

18 Novembelr 1957
project THREE

To study the ISC, and compare the advantages of the present Intello=
fax-aperture card system with the benefits of a recomnended printed
bibliography and intacb hard copy system; 10 specifically determine
ifs
(1) the ISC cannot be applied eniformly to book and
dogument codinge
(2) an intect hard coOpY system would be more economical
of spaces provide speedier service, and pe Less costly
than the present systeme
(3) the aperture card system 15 an jnefficient substitute
for an intact hard copy fileo
(L) program officiency will regult in having 2 pvinted
bibliography instead of the Iatellofax systemo
(5) the IPI could be expanded to spclude all documentss
bookss periodi.cal articies; and FBIS mat_erialo
(6) it is feasible ‘o make photostat copies of single
copy enclosures for Acquisi‘cion Branch customerse
(7N a printed bibliography would be cheap 0 produce and
would prove timely enough 0 serve $nformation staff

needs in 1ieu of Intellofaxo

§=E<CoR=E=T
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OFFICE OF CENTRAL REFERENCE
18 November 1957

Project FOUR

structure; Specifically to determine if:
(1) the Agency gtaff participates in the selection
process.
(2) there ig a Satisfactory selection palicy,
(3) the selection function should be in Acquisitions

Branch or in Reference,

SeE<C<R<ET
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OFFICE OF CENTRAL REFERENCE

1.8 November 1957

g_z:g_ject FIVE 25X 1

To study the Acquisitions Branch work load and preduction; S oExX1

specifically to determine ifs
{1) Acquisition Branch functions overlap those of Reference
and Circulation.

25X1
(2) Acquisition Branch work output is below standardo

(3) the Domestic Section should be moved ‘

now,
(ls) distribution and dissemination processes should be clearly

split and separately administered. 25X1

S<B=C=R<E=T
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OFFICE OF CENTRAL REFERENCE

18 November 1957
Project SIX

To study all aspects of publications expenditures including the book
budget, cash procurement, and fiscal controls; specifically to
determine ifs
(1) the budget for publications is too lows
(2) the rate of purchase is in any way affected by staff
and space limitations.
(3) the budget for expendables and the budget for the main
collections should be separate.
(4) the present budget philosophy should be revisedo
(5) the fiscal controls and procedures in Acquisitions : d

need changingo

SeE<C=H=E=T
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OFFICE OF CENTRAL REFERENCE

18 November 1957

Project EIGHT

To study work load, production, and service rendered by the Circula-
tion Branch; specifically to determine if:

(1) production is low.

(2) service is slow.

(3) the Branch is over-=staffed to do its joba

(L) it is performing functions that should be assigned

elsewhere.

S=E=C=R=E=T
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QFFICE OF CENTRAL REFERENCE
18 Novenber 1957

Project NINE

To study the present card cabalogs, cataloging seciion work loads, L
and the cost of catalogings specifically to determine ifs
(1) the catalogs are inefficient tools badly kept.
(2) too many cards per title are made.
(3) cataloging costs are abnormally high.
(L4) workload is Lowe
(5) the cataloging staff should be reduced by half,
(6) conventional 3x5 cards can be substituted for
IBM cards, e
(7) Library of Congress cataloging can be profitably

applied to CIA cataloging procedures.

SeBeCoR=EaT

m~ Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5 M .




Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

OFFICE OF CENTRAL REFERENCE

18 November 1957
Project TEN

To study Reference Branch work load, referencevtools9 and the tech=
niques of giving information service; specifically to determine if:
' (1) service is low compared to number of analysts
served.
(2) three fourths of the work is routines.
(3) work is low in guality.
(L) staff is untrained.
(5) reference tools are inferior.
(6) the Information Unit is overstaffed.
(7) the book and periodical collection in Aceuisitions
should be transferred to Reference.
(8) reference librarians should be used to give customer
higher cut of references on a given request.
(9) service to customers can be put on a five minute

or less schedules,

S=E<C=R<E=T
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OFFICE OF CENTRAL REFERENCE

18 November 1957

Project ELEVEN

To weigh the advantages and disadvantsges of the single information
center concept; specifically to determine if:
(1) it is feasible to create a single point for OCR
customer service,
(2) short term requests can be accommodated at the
single point without further referral.
(3) a pilot approach could be made in advance of the
big move.

(L) and how the single point idea should be organized.

SeE=C=R=E=T
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OFFICE OF CENTRAL REFERENCE
18 November 1957

Project TWELVE

To devise a plan for installing a pilot plant OCR MINICARD system
for coding, storage, and retrieval of JAC produced documentss
specifically to determine if:
(1) OCR should have a continuing high level planning
and management staff to investigate new ideas.
(2) MINICARD offers advantages over Intellofax,
(3) the MINICARD pllot operations has been satisfactorily

planned (and to develop a current plan),.

S=E=C=R=E=T
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OFFICE OF CENTRAL REFERENCE
18 November 1957

Project THIRTEEN

To study the CCR operational reporting program; specifically to ' ‘
determine if:
(1) Too much time is spent keeping unnecessary records.
(2) Present menthly reports can be revised in order better
to reflect information of especial value to management,
(3) An annual (or semi-annual) report can be devised as an
integral part of OCRYs report system, which report would
be of value to top Agency management as well as to

supervisors within OCR, e

SeBeCof=E<T
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OFFICE OF CENTRAL REFERENCE

18 November 1957

Project FOURTEEN

To study the training policies of OCR and OTR; specifically to q
determine if:
(1) Professional employees of OCR should be given the same
training program, particularly in introductory courses,
as are the analysts in producing offices in the Agensyo
(2) A training program can be devised which will enable
the professional staff of OCR to give a higher lewval
of reference service to users of OCR facilities from

the intelligence community. g

SeEeC=R=E=T
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OFFICE OF CENTRAL REFERENCE

18 November 1957

Projesct FIFTEEN

To study means whereby OCR can get adequate guidance for its opers-
tions from customer offices; specifically to determine ifs
(1) A Library Committee composed of representatives of all
the components of the Agency should be created to serve
in an advisory capacity to the Assistant Director/CCR
and as a chamnel of commnication to the Agency.
(2) A program should be developed to bring together the
analyst and the Reference Staff so that the Reference
Staff may be sware as much as possible of what intelll- P
gence reports and programs are underway so that the
staff might give a bhigher level reference service and
be prepared to call to the attention of the analyst
pertinent periodiecal articles; intellligence reports,
books, documents, edce., which is 2 normal specigl

library technique and service.

SeE<Ce=ReE-T
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OFFICE OF CENTRAL REFERENCE
18 November 1957

f__rg"_j_ect STXTEEN v

To study the feasibility and desirability of regerouping within OCR
certain reference-type functicns now the responsibility of other
Officess specifically to determine ifs
(1) The Map Libréry9 ORR, should be transferred to OCR.
(2) The Foreign Document Division, 00, should be trans-
ferred to OCR.
(3) The Office of Training Library should be %transferred
to CCRo
(L) The Historical Intelligence Collection should be S
transferred to GCR.
(5) Such transfers are essential to preserve the "central
reference™ concept.
(6) Timing of trensfer is an important element, assuming

transfer.

S=E<{=R=E<=T
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COFFICE OF CENTRAL REFERENCE

i8 November 1957

Project SEVENTEEN

To study what changes in the organization and staffing pattern of

OCR are necessary; specifically to determine ifs

Note = Specific problems will depend on the findings
of and the actions btaken pursuant to the earlier

studies. This project is therefore placed in deferred

status.

SeEeC=R=E=T
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| CENTRAL INTELLIGCENCE AGENGCY ‘
! OFFICE OF CENTRAL REFERENCE
3 Decerber Lo/
ROSTER OF TASK TEAM CHAIRFMEN g
gi;g:gt Short Title Task Team Chairmen Telephone 3
? — Ext. 1
] 1 Intellofax 25X1
2 Machine Use
¥
3 Coding
L Selection
%
5 Acq - Ops
6 Fiscal Policy
- Publication Procurement Ted Nordbsck
== W) B 25X1
8 Circulation James Chandler B
9 Catalog . :
| 10 Reference . .
11 Info-center Walter Moberg ‘
12 Minicard 25X1
A
13 Reports
1l Training
15 . Customer Relatlcns
15 Correlative Functions — William Tidwell
‘ 17 Organization (Deferred)
%.f Coordinator ——:__~‘::::—:.: . L )
3 4. JB - OCR - 3 December 1957 —
el 5.E-CoRLT -l

l. AT " ’
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SECRET

CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

CIRCULATION TASK TEAM REPORT NO. 8 TTR/C

22 April 1958

MEMORANDUM FOR; Assistant Directer, Central Reference

SUBJECT: Finsl Feport eon Circulaticn, Task Team No. 8

1. Membership

The Task Team Membership consisted of:

‘ ‘F‘undamental Science Division, OSI
\ | Management Staff
James G. Chandler, CIA Library, OCR

Document. Division, OCR

Records Integration, FI

2. Method of Task Tesm Operation

a&. The members of Task Team No. 8 met initially on
12 December 1957. At that time all members were
given a detailed briefing by the chairman on the
general background leading toward the creation of
the various Task Teams and the specific tasks that
were the responsitilities of Task Team No. 8. At
a subzequent meeting, Sdiscussed with Task
Team members the historical background of the CIA
Iibrary's mission, functicns, and operations and
the status c¢f presen’t day cperations.

b. The Report of the Library Consultants, the rejoinder
by the CIA Librarian, varicus files of the Circula-
tion Branch, and other related papers were made available
tc the members for study. The various elements of the
Circulaticon Branch were studied in detall in terms of:

SECRET

DRI EEEA R SssenY,
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ﬂ }) Actual operating procedures ﬁ
: 2) Torms in use '
3} Tiles or records maintained I

b} Working tools and office ecaulpment available i

5) Staffing paltern i

61 The existence, 1f any, of duplication of effort b

f 7} The poszibility for combining functions or operations i

5

§ ¢. Task Team nembers were e areas Tor detalled é

! Le circulated, production :

study: avallability of msberi 0
standards, simplification of administ:
cousolidation of loan and purchase for
procedures.

e statistices,
and charting of

d. During the survey, meetings wers Lld wn the average once
a week, usuaily lasting about tiwe HPiy

|
i

e. There were many by-products of the survey. The detailed ‘
‘ orocedural charts (Appendix G prepared o
1 and used extensively ag background during the survey will
| provide a useful managem=nt tool. The close examination
| . of activities of each unit made it oossinle to turn over
Lﬁ&? to the Chief of the Circulation Rranch specific suggestions
|
i
|
|
|
|

Tor use of a new type of administratiive reporting, which

showld result in a saving of supervisory time. A combined

loan and purchase request form was developed, approved and

ordered, with consideration being giwen to the Tollowing:

1) the immediate need to revise onc of the existing forms;

2) the availebility of earlier thinking on similar though 25X1

unsuccessiul proposals; 3) the previous experience of

‘ in setting up ner mad
orders; and '+) the desire of the

s of processing purchase
i Tes 1
1

-

of a combined form be given one [inz

abandoned. Several of the Task Tenm ' s
simplification of work methods were put into effect while
the survey vas stlll under way.

3. Recomendatcilons

. o I S P - ~ : R
5. That the organization of Civendation Branch ELFS}mgllLled
. {p. TTR/S-5,0,0 and

el

and that uertain\jobs b
Appendixes B & D).

i b That no major functions he tl:alls‘lfir::er]. to or from
Pk . ato I g a7 8%
P Cirenlation Branch. {p- TR/ E-T.85 -

. . - L et s - NIRRT o R o ] IQ..' - Y
c. That administrative statlstics he simplified (p. TIR/8-9,10}.

SECRET

ST e S NS LB AT
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; TTR/8-3 !
| L. et cireusots
d. That circulation procedures be simplified. (pp.TTR/8-10,11 5
Appendixes F and H). i

e. That Loan periods be more realistic. (pp- TTR/8-10,11,14,15 1

and Appendix H.h.a.)

f. ‘Tha?'appropriate steps be taken to reduce the delay in
avalL?bility of intelligence information reports. {pp TTR/O-
15,16).

g. That all documents bearing an IAC control nuriber be covered -
by a source card, even if the repoirt was never Tormally issued.

(p. TTR/8-16).

h. That card catalogs contain only cards for books which ore
available to the users of the catalogs. (p- TTR/8-13) -

i. That Nodex documents be available on aperture cards.
(p. TIR/8-13).

j. That searching tools be made more complete and easier to use.
(pp. TTR/9-12,13,16).

i h Thet wide discretion be assigned %o Chilef, Cirsulation Brancih
hils appears, the

to purchase or reproduce materials wrher ‘
best method of servicing a request. (pp. TTR/8-15,17)- ;

That custody of and accountability for mad

with otner than CIA Library funds be the res
purchasing offices. (pp- TR/ 8-12,13,:h cnd Append.

-

| frampEs & CUIAUTDLER
EC VS | PP R 1) M a
Cunirmean Tosk Teau LO- &

25X1

Attachments:
Report of Task
! Apendixes A throu

Tearl Ol Circulation
oh I

SECRET

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5



atizedpy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

LIRS

4 TTR/8-4 K
\ . REPORT OF TASK TEAM ON CIRCULATION

PROBLEM

The problem assigned to Task Team No. 8 was to study work load,
production, and service rendered by the Circulation Pranch, with specific
reference to the Findings Requiring Action listed by the Library
Consultants:

EARER R

SRS

R TN

a. The Branch is overorganized and overstaffed. i
b. Circulation Branch duplicates acquisition work and reference ;

work which should be assigned to their proper units. :
c. Production is low throughout the Branch. ol
d. Service is very slow.

R ACYAIaT3s P ES

A1l of the above considerations center around the need of the
Circulation Branch for good management and efficient operations. The
purpose of the Branch is to supply effective library ecirculation, which
! can be defined as prompt availability, in usable form, of specifically
; identified documentary materials. Tt should go without saying that
{ E speed is paramount in many intelligence activities and that poor library :
ﬁEEEID{) service will frequently force intelligence components to use partial §

‘ information or to resort to informal means of retrieval. 3

TOPIC #lL

"Phe Branch is Overorganized and overstaffed”

CONCLUSIONS

anized. Like functions are separated among »~
lay functions are placed in a single unit.

there are counterbalancing 1easons focr the present
including availability of qualified personnel. Some
functions should take place at once; the ultimate goal

olidation of the units of the Services Section into

d a Book and Periodical Section.

The Branch is overorg
various units, and dissimi
In most cases
organization,
realignment of
should be & Cors
a Document Section an

e Task Team that the Branch T/0 is not
conditions. However, overstaffing cannot
1 il recommended inprovements have been
sns and new demands for service can be measured.

It is the opinion of th

oo large under the present

[ pe accurately determined un
reulation operatl

macte in ci

e a e e . . N . 3
Y e . . PRI

)
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GRS P S N

7 TTR/E-5

St PANE

| TINDINGS AND DISCUSSION

The primary organization of the Circulation Branch is by function,
further subdivided by type of material {Appendix A). The Search Unit
receives requests, ildentifies the materials requested, and routes the i
requests to the appropriate processing or servicing points. There are |
three internal processing units, each for a different form of material:
IAC (hard copy), Copy (microfilm), and Book and Periodical. Over-the-
counter requests are also accepted by these units. & Ffourth processing
wnit, Inter-library Loan, processes requests to and [rom other libraries
and agencies. An assisbant to the Branch Chiel, operating under the
informal title "Inter-Agency Service," obtains retention copies of
documents from the Department of State and the Department of the Air
Force; this function is closely comparable to the work of the Inter-
library Loan Unit.

The Library Consurtants looked forward to the day when the Circulation
Branch could be concerned only with routine circulation functions. The
Task Team accepts this as an ultimate goal, but feels that the searching .~
function at a professional level will have to remain as a major part of
the circulation process until tools are available for more readiiy ident-
; :ﬁ ifying and locating requested materials. Since many"of_the searching
ﬁEE’Pﬂ' tools will probably be best developed by or with the help of trained
searchers, the Search Unit should devote a sizable part of its manpower
to putting itselfl out of business. The Search Unit should be strengithened,
at least for the interim period. It should have section status, the A
Control Section as a separate level should be abandoned, and the name 3
should be changed to Request Section. The Task Tean also feels that there
will continue av each point of contact with requesters a type of couanseling
that cannot be considered routinely clerical.

-

would be more effective if units were reaiigned
and responsibility for service and records were dgcentralized (Appendixes
B & D). The IAC and Copy Units should be combined into one unit, a
Document Unit, since their functions are essentially the same: providing
loan or retention copies of documents in the Library collection. The
work of the assistant to the Branch Chiefl in.dbtaining retention copies
of documents for state and Air Force should be.tran§fer?ed to.the Incer-
1ibrary Loan Unit. Finally, the Source card fll? with its maintenance |
personnel should he transferred from_the.Copy Unit to Fhe Request Section i
(presently the gearch Unit) since this file is used chiefly to take the £
flrst step in answering requests. : ;

The Services Section

At @ later stage, and as a logical progression from the above |
realignment all circulation functions, other than searching and the v
e i B - N . E a0 . . . 5
el libraries, should be divided into two section,

gupervision of the bra

ih\ - . |
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TTR/8-6

} one to handle books and periodicals and the other to handle documents.
Each of these new sectlons would be responsible for stack maintenance,
Loan service, and inter-library loansg. (Appendixes/B’& E)

C
Decentralization of responsibility for providing service, keeping

records, following up, reccalling, and answvering inquiries on service
should be more complete, During the course of this survey, the filing
of definite loan records has been decentralized, and several other steps
in this direction are included in the procedural recommendations in
Appendix H.

! The Branch Libraries Section was not examined in detail by the Task
Team, since the Library Consultants had left it relatively clear of
criticism, and a quick review did not reveal any circulation activity
within the branch libraries which called for attention. Procedures of the
Training Branch Library and within OTR should be reviewed when it has

been determined how responsibility will be shared for custody of published
materials for training purposes.

Under present workload and methods of operation there is not

| excess manpower. Both of these variables are undergoing so may changes

| g that it is not possible at the present time to predict accurately what
@) gize staff will be needed to assure good. service. The variable of

| ' workload is determined by factors outside the control of the Branch.

| It appears to be rising, but even this cannot be said vith certainty until
the wide fluctuations of the past few months vegln to level off. The
variable of efficiency calls for fulli utilization oi avalliable manpover
and the elimination of unnecessary tasks. Worlk norms shouwld be studied
in the iizht of the production statistics belig %?itieﬁti for officetwide
administrative reporting. Such rev%ewjglus cgns+uegab10?'of.the dr§1n§
on productivity discussed under Topic 3 and Topic fh, will be required
beCfore the optimua size of the Branch can be determined.

RECOMMENDATION

That the proposed Tabic of Organization of the Circulation Branch
(Appendix D), providing for the merging of certain functions and Cor
selective grade 1ncreases, be implemented.

SUCRET

IR A

&
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TOPTCG

[ - . e 1. P - -
Circulation Branch duplicates acguisition work and
rea o =, P2y 1 S -
reterence vork which should ve assigned to their
proper units."

CONCLUSIONS

There are only limited areas of duplication oI effort. TFunctions
that are assigned to the vrong branch are minor ones and of little
significance in the over-all operation of the Circulation Branch.

FINDINGS and DISCJISSION

The Library Consultants recommended that the reference functions
of the Search Unit be ftransferred to the Reference Branch. Actually,
the work of ready reference nature in the Search Unit is quite different
from that done in the Reference Branch, and would detract from the
more substantive type of work dcne by the reference librarians.

The proposal by the Library Consultants that the Search Unit be
transferred to Acquisitions Branch oversimplifies the problem. If
searching were necessary only for items to be purchased, then it would
be most efficient to assign it to Acquisitions. In fact, the searching
of serial titles for purchase has been identified as such an area, and
was transferred toc the Acquisitions Branch during the course of this
survey . But many requests can be satisfied by purchase, by copying,
by loan from the stacks, or by borrowing the item from another iivrary.
The most efficient place to make this choice is in the Circulation
Branch vhere the request is {'irst received by the Library. 25X

While it would be better organizationally to transier the holdings
o>f foreign language materials from the Acguisitions Branch to the main
the limitations of space dictate that they, together with

collection, : ic . :
DD remain\ \And since librarians with language

’ . . . . .
competence are already in the Acquisitions Branch ‘ it is
logical to give them cusbody of this portion of the collection. 25X1

In the sharing of information among the branches, sharp lines of
demarcation are not as important as close cgoperation. 'Ideally all
bibliographic tools vowld be equally accessible to Acqu1sit19ns,
Reference, and Circulation. The purchas? orde? recor?; of tn?.,
Acquisitions Branch supplement the locational lnfoymaolon ava%iao%e
in the card catalog and in charge records. A vorking compromise is

the dependence of the Circulation Branch on the Acquisitiouns Branel for

CTORET
Core! e el v A s

r
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‘ 1?f9fmatxon to sgpplement published bibliographies and other readily !
?’“}*able searching tools. Recommendations along these lines are y
ineluded under Topic jf. L
RECOMMENDAT ION |
That no major function be transferred to or from Circulation E
Branch. b
TOPIC #3 |
"Production is low throughout the Branch" é‘
:
CONCLUSIONS ﬁ

|
: The Consultants' Report called attention to the low output in

|
; each unit of the Circulation Branch. In each of the cases cited by .~
the Consultants, their Judgement was pased on comparison with other

-:\ iibraries. Although some of their comparisons were unfortunate in
EEE!P{/ that they compared dissimilar categories of work, the general point
| was probably valid that production in many ares is lower than it
; should be. The approach of the Task Team, therefore, has been to

assume that production can be raised and to look for ways of railsing it. v

TS

B R G R T b

FINDINGS AND DISCUSSION
I

e of production can pe examined from two points of view:

1 and output of a group. The output of a given
1y upon his competence and his incentive.
depends not only on these factors but upon
staffing, equipment, space, etc.

Rat
output per individua
individual depends large
} The output of the group

others such as organization,

Individual Efficiency
Professional competence is & major factor influencing output
loyees at grade GS-5, especially in the

per individual . Several emp
Search Unit and the Inter-library Toan Unit, are trying to do the

work of Jjunior librarians, although they lack professional training
or backgrouwd. The high turnover rate in the Circulation Branch, 37
percent in 1997, hes meant that many employees have not remained on
. the Jjoh long enough o develop competence through_experlence. An upward LE
ol ad justment in grade & ¢ the junior professional |

tructure, especially & :

e, would help overcoms these difficulties. (See Toplc #1 and Appendix D@l

. , : .

| ‘ :

LTI

RO K W

YRS

T coen .
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In addition it wou'd make it possible for the Branch to attract new
people with greater initial professional competence. Adjustment in
grade structure iz not enough, however, and should be accompanled by
other measures designed to give employees a better understanding of
work standards and a feeling of assurance that the Jjob they sre doing
is worthwhile and is sppreciated. Procedurel changes, such as those
recommended in this report, wihich add to the general efficiency of the
operation will contribute to the output per individual simply by help-
ing to create a more stabie eavironment.

For the most part, the Branch operates without precise work
standards and with loosely defined work methods. Until more formal
control of production has been tried, it is not possible to say
whether individual productivity can be increased. In comection with
the reporting of production under the statistical reporting system
proposed by Task Team No. 13, supervisory personnel should devote more
time to expiaining individual job standards and work methods, not only
because of the direct benefit to production but also because of the
good effect of morale. Tours of wvarious reference facilities in the
Agency and elsevhere would increase the effectiveness of searchers
and librarians. One such tour has already taken place and more are

& being planned. Understanding can also be increased through such
mﬂ means as has been provided by the AHTP Standing Group on IAC Inter-
- Library Service Relationships.

Group Efficiency

The over-all efficiency of the Branch suffers from many small
but quite unnecessary drains ou its manpower. Many statistics compiled
monthly would be Jjust as useful if prepared on a spot check basis.
Some charge records are kept apart from the main files in the service
units, requiring searching in two or more plapes for similar information.
‘ The lack of precise standards of service results in occasional wide
fluctuations in speed and quality of service, and since the worst
examples are the longest remembe;gd, the Library's r?putation éuffers
to a disproportionate degree. All personnel_an@ t?elr suppgervisors
should review their criteria for referring difficult requests to
supervisors, rather than letting rque§ts go uganswered.fo; an w-
reasonable time oI Irun the risk of giving service that is less than

could be supplied.

| Statistics
\ SLaueh o
| Statistics nceded by supervisors for controlling Branch
activities can he iuproeved bY vorking them into the Pramework of the
) ) - N . ‘ 1 ! ' it . 3 A= id e
"OCR Operating Reporting Progral proposed by Task Team No. 13. Under

)
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this system reports will be submitted weekly within the Branch at unit
and s§ction level. They will be tabulated monthly (on a 4 and 5 veek
basis) at the brauach ievel. The use of two U - week and one 5 - week
reporting period will eliminate reporting of partial weeks and will
total out to 13 weeks for the quarter. Wierever possible, the reporting s
terminology should be common among the units and sections to simplify .
the preparation ol consolidated reports at high levels. i

Statistical data may be required for purposcs ~ther than controll- 8
ing branch production, for example to support budgst requests, to show Bl

office-by-office breakdown of’ loan traffic, or to show length of time . B
in answering requesis. Adequate statistics of this nature can be H

drawn together by a spot check when needed,
basis can be obtained by a sample period of

or semiannually. i
g

or if required on a regular 18
perhaps one week guarterly B

Charge Records

Duplicate filing, retyping, and searching in two or three files
have been common practice in the charge records. Much of this is
ated if the indefinite loan files were

=

unnecessary, and could be elimin i
- discontinued and if records arranged by borrower Were maintained only ﬁ
B‘\ for individuals and not for offices. g
The term 'indefinite loan" is misleading. Nearly all items in i

; this category Were purchased with non-library funds and are frequently ‘;ﬁ
j considered by their holders to ve exclusively for their use. In some 3 ‘&
! cases the Library has tried to borrow them For another reguester, and ??
; has been summarily refused. This the Library has accepied without %
| taking aggressive action to reverse the initial decisio. gnd without g
i taling steps to see€ that unavailable itews do not appear in the catalog. %
On the other hand many materials on indefinite loan are no longer .

needed by the holder and should be returned t9 the main col}ection or g

disposed of - Under present procedures there 1s no way to discover &

such an item unless there is a rejuest for lf or the hgider Pappens to i

retwrn it in the course of housecleaning. (5ee Appendix H. *. a. , ﬂ

Non-Library components vith a pona fide indefinite need should be !

given full cusbody of the needed materials. Such m&teyigLs s?ould be |

purchased with office funds, and custody and accountablil?y snou%d be f

| purned over to the requesting offige. Library use of such materials ﬁ
i would ocecur in one AF two ways. First, all pwrchase orders afg seen ! ﬁ
| by uhe gelection office, who is thus algrted Eo the vglue of titles that «k
i might othervise Lave cpcaped her attention. bgcond,ﬂ}f a reguest for an o
B ftenm cannot bE goisfied {rom the shelvgg,'by.lnter~¢1bra?y loan or 4
it, if it is anywhere in the Agency, i

H.S
| by PUL CILLLC the Libuary can Liace

="

LRI Lt N B .
N . L. s
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tirougih the purchase order records in the Acquisitions Branch.

Ttems held by the CIA Library and needed by a borrower for an

extended period should we Ltoaned to him for an extended but not in-
definite period. A long term loan period of perhaps four months
renewavle by signing a rseval form provided by the Library, would
provide "indefinite" availability with minimum inconvenience, and

author and one by borrover.
unit, with its own procedures for controlling mater
there is no reason to mal
The record by author is of course an extreme
materials, but in the case
strictly speaking a charge record but r
loaction where the item is
is eliminated, the feas
mation to the shelf 1ist card and the main au
catalog. Numerous ot
effect on productivity ar
F and H.

at the same time would keep useless Or misleading records out of the
charge file and would eliminate the present need 1o
Tiles.

100k in two charge

The Rook and Periodical Unit keeps two charge records, one by

When the “porrower" is an established library
ials in its custody
intain a borrower record in the central file.
1y useful tool for locating
of books in branch libraries this is not
ather an indication of the
shelved. When the indefinite loan category
ibility should bve explored of adding this infor-
thor entry in the central
her procedures which have a direct or indirect

e dealt with in Topic #4 and in Appendixes

Space

far from adequate in a number of respects. The main
collection is badly cramped. Ma jor portions of the collection, such
as foreign language publications and scientific materials, are housed
apart from the main collection. customers who are close to one part
of the collection are remote from other parts. Searching 1is hampered
pecause the tools essential for identification are scattered in many

rcoms and several buildings.

Space 1is

The immediate probleﬁbf stack space is dealt with by Tesk Team No.O,
and stop ap proposals are being considered by the Management Staflf.
Space limitations canl pe expected Lo ramain, bowever, at least until

the move to the nev puilding.

RECOMMENDATIONS

1. That administrative atatistics be simplified; specifically,
that data on requenting oifices be obtained by spot checks rather
than by daily tallies.

R Y i N—— ,
e b T e e e : . R v
. s e
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\ .2. ?hgt charge records be made more realistic; specifically that
the indefinite loan file be eliminated and that a long term loan
category be established. :

TOPIC fh

"Service is very slow."

CONCLUSIONS
Most types of circulation service are reasongbly prompt. However,
in a few areas it is intolerably slow. Steps should be taken to improve

searching tools and to assure that the Library's holdings are more
nearly complete.

FINDINGS AND DISCUSSION

Requests for Materials in Stacks or in Files.

EEEIE:D A detailed procedural analysis was made of the entire circulation
process within the CIA Library. (Appendix G) For the most part, this
analysis, together with discussions with members of the Circulation
Branch staff and representative requesters, indicate that requests for
fully identified books, periodicals, and documents in the stacks, and
documents in the film file are promptly satistied. Circulation Branch
action on "rush" requests is normally completed within 2 hours, including ;

: searching and photo-copying as required. A number of procedural weak- i

! nesses and inconsistencies have been identified (Appendix H), these :

lt

|
¥

} have not seriously affected the servicing of individual requests, but
| have detracted from the overall effectiveness of the Branch.

Unfortimately many items are not in the collection (discussed
on pp. TTR/8-15, 16) and many others are Qifficult to identify. Idgnti-
£ documents, including large groups of those in

CicauLont Lil i case o _ . = g
the Library's collection, is not complete unliess 1t includes the control
number and a storage indicator. For example, nmpy thgusands of pepart_

ment of State despatches are available ogly on m}crofllm reels with

no internal indexing and in some cases with ?o direct means of deter-

mining the reel pumber . Similarly, tens of uhousa§ds of older doc%ments

are in the Records Center, whence thgy can be ?etrleved only by a "Job

Number' which identifies the carton in which they ar? stored. In most )
cases o 2+ or 3-step search is necessary Po locaFe t?em, and frequéntly
searching must take place i records which are organized by an arbitrary

P
s

— - NS . . - ’ R >
- L me—— e L 3 L .. P
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bduﬁem,Jsuch as storage box number or date of storing. In most cases
QDHOFQLLUMS op source cords would lead directly to ‘the prorer file
and hence wouwld speed up service. ~

ne collection of "Nodex" material, groviag at the rate of
approximately 5,000 items per month, is very difficult to circulate.
The Nodex category vas estaliished for economy . Most of the savings
reswlt from the climination of coding. An abbreviated source card is
prepared, saving some typing time, and the filming is done, uswally
after a year or more, oI reels rather than aperture cards. The
addition on the source card of the briefl subject appearing on the
original report would greatly speed identification of reports, and the
preparation of aperture cards Tor all Nodex items, as recommended by ¥
Task Team Wo. 3, would simplify £illing and would guarantee an intact
file.

Some materials vhich appear in the catalog turn out to be
wnavailable for cireculstion. For example, an excellent collection of
several hundred technical books 1is maintained by TSS a short distance
from Washington. These books appear in the card catalog of the CIA
Library, but are not available for circulation outside TsSs. The
situation is even more confusing because the catalog card will carry
the code vord QMHAT if the Tirst copy of the book cataloged was the
TSS copy. A requester who has reguested HQMHAT" books and had been
refused might conclude that every book so marked would Le unavailable.
However this is not so, Tor the catalog will conbinue to advertise
only the unavailability of the TSS cOpY, regardless of the number of
additional coples received in the CIA Library or elsewhere in the
Agency - Faith in the catalog and in c;rcuLatian serYice wou%d be
improved if the catalog contained entries only for §1tles which are
availcbhle for circulation. The specialized cataloging needs of‘other
components of CIA should be taken care of by a procedure that will not
reduce the usefulness of the main catalod.

Delay frequently OCCUYS because of t@e necessity to search in many
places to determine vhat serials are ?ecelved and wherg Fh@y arg stored.
Unclassified gerials can be recorded in the Document Division, in the
i File of the Circulation Branch or in any one of the three 25X1
sections within the Acquisitions Branch. It wvould be prefe?a§l§ to
nave each title recorded in only one place, ya@ely the écqu}51tlons

Sk 1eS aible for procurcment from the point of pgbllcatlon.
anit responsible ¥ PrOCHRERERE Somm =i

gource Card
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. ) it T crofilm. In such cases as
olgnk microlilm frames, serious misfocus, OF the copying of very
Faint or Liurred text, the requester may Aot be able to’make any use
of the prints supplicd or even to read the microfilrm. While it would
Le overly ideallistic o say tha®t this problem will eve
enbirely, certain steps should be taken to reduce it to a minimum.
one of these suggestions 1s new, but they have occad
sight of in the rush of everyday business.

1. Usge the best copy for reproduction.
copies have heen used for filming some CIA T
ribbon copy should have been used or a copy Trepr
good contrasc (e.q-» white paper rather than pink £or 00

eports when the original
oduced on paper with
-B reports)-

o, Decision on filmability should rest with qualified
gechnicians.

3- Documents gifficudt to film should be handled separately
from run-of-the-mill documents -
ssured by meore eritical spot

L. Quality control should be a

checking-

Reguests for Materials ouc on Loan

Much dissetisfaction t
servicing of requests_for materials which are &
overdue. There is a lack of clear understanding on
Library staff and requesters regarding the rights ar

1ivrary porrovwers -

with the Library ha
vhe ovart of the

should be the elimination of the indefinibe loan
der Topic i3 (p- pTR/8-12) . This wen
nwnbe o be searched Lo iucate materials.
i il

delinite loan P »ds should Le wnderstood and
and Library staff. Many items in the present
- . 3 Ao an Fo ey N

ho-e been heyond cffective Library control Tor months &
if come Cases porrovers have been wailting writhoub
" factory indicabi

a first step

discussed un
r of places t
eric

rile,

ngefinite'" loan ilie

ing & satls

and without recel” ory indt ﬁ

e"neoted. The OCR Fandbook, now peing prepar

e out the sbligation of borrowers either to return material
the loan period. During the sSurvey,

oy p@inting
o1 Lo arrange for an
whe Ciraulatiau pranch t
4 then if the DT oVt

auilt

acbension of

ashituted @ Vo LeY »f making two phone ¥

N
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action with the borrower's supervisor. This should be permanent polilcy

for all units of branch libraries which make loans within CIA.

Requests for Materialis not in Collection

The loaning of material to a requester cannot occur until the
materisl is avoilable. Some items not in the collection can be obtained
promptly, such as those urgently requested from the Library of Congress -
provided of course they can be located at 1LC - or items available for rush
cash purchase. Many others can be obtained by routine purchase, internal
loan, or inter-library loan (discussed below, p. TTR/8- 16,17). But
frequently, expecially in the case of documents, adequate service can
be provided only if the item is in the collection at the time of the
request, and is in usable condition. During a one week test, 11 percent
of all requests were delayed because materials weare not in the collection.

A general defect in the document collection is the delay in receipt
of aperture cards. Study of a random sample of 239 aperture cards
received from 10 to 17 January 1958 showed an average of 10 days between
the time a document is received in the Document Division and the aperture
card is received in the Circulation Branch. TFor technical reasons some
documents are processed on 35mm "o peels rather than aperture cards.
The normal delay of thesée resls varies from a few days to more than a
month, averaging just under two weeks. During this interim, reguests
must be satisfied by determining the batch number from the receipt log
in the Document Division, and then locating the correct batch. If th
batch is being filmed, a rhird step is involved.

The proposal by Task Team No. 3 that one hard copy >F each document
be sent inmediately to the Circulation Branch would bhe & good solution.
One copy of each CIA and State report could be made available from the
quantitvies currently received. The few documents from CIA and State
not available in sui'Cicient copies should be processed within & howrs.
Defense Department reports would present more sgrious prgblems as ouly
I - 7 copies are received and many r?quests to_}gcrease the.number have
been turned dowm. An alternative solutlon would be t? rgtaln for approxi-
mately ©wo weeks the processing copies which ora nev destroyed when
£ilming and coding are completed.

Another constant cause of delayed service is the failure to receive
enclosures with Field veports. Special £ilming a?rangements have reduced
the number of enclosures missing from Statg and Air Fgrce reportsiobut
there were still 26 requests for Statg enc%ps?rfs during March 125U, and
only 2 of these nad been obtained by 8 April 1958. A more forceful

approach should be
of encloswres Lo CIA.

wade to TAC nember agencies for the automatic forwvarding
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\ Equaliy annoying and less easy to explain are the delays and
occasional zaps in CIA report series. Regular series arrive, in aperture
gard ?orm, in about 10 days after issuance. Circulation service in the
interim can be provided only by such roundabout means as searching
documents in process, borrowing the file copy from the issuing office,
or tracking down a dissemination copy by going to likely recipients and
asking if they happen to have one. When the chief wvalue of a CIA
report lies in its attachment, it 1s customary for the covering report
to say that the "attachment" is on file in the CIA Library, even though
the "attachment” is routed to other offices before the CIA Library can
establish control over it.

Generally speaking, single copy items should be filmed. If this I
is impossible or impracticable, then the original should go from the
Document Division to the Circulation Branch before being routed anywhere

else.

As an example of permanent gaps, certain 00 Reports have been
assigned seven digit TAC control numbers, but have never received full
dissemination. Either by word of mouth reference or by transposition
of digits in a report number, the Circulation Branch receives requests

3 for such reports, citing the IAC control number. If the report has
@3 been issued, a copy should be in the CIA Library; if it has not been
issued or is available only through special channels, & note to that
effect should appear in the Source Card File in the Circulation Branch.

+ice on FBIS cards is quite impossible. No file is
maintained by card nuniber, and the only subject file is a partial one

in the Industrial Register, the existence of which has never been made
kxnovn to researchers. Without a large scale survey it is not possible

to determine whether the lack of retrievability of FBIS cards is the cause
or the result of the extensive filing of these cards by researchers.

Circulation ser

Inter-library Loans

The speed of porrowing from other libraries cannot be considered
acceptable for the needs of an intelligence agency. Shortly after the
Consﬁltants submitted thelyr report, a review of 823 requests for loans
from other 1ibraries shoved that the average processing time wityin the
CIA Library was il.5 calendar days, and thqt the average processing time
in the other library was 00.6 days (Appendix I). Some requests have
gone wnsatisfied for a year or more wi?hout effective iollow—up. Some.

; improvement nas already been achieveq in ieduCing ?he internal processing
;l time, and the procedural recommendatiops in.App?ndix B shogld aiso help,
but a significant reduction of prgceSSipg ?ime in the ioanipg llbrary.“'

wili resulbt onlky from closer worliing relations among libraries. Specifically.

- -v- ) \J
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it i§ essentia% Fhat a knowledgeable representative of the CIA Library
pay freguent visits to each of the major libraries holding materials
that CIA needs but does not have.

The proposals under Topic 1 for the assignment of trained
librarians to the Inter-library Loan Unit should lead to several
indirect savings of time. TFor exsmple, the Search Unit would no
longer feel obligated to delay a request until three likely sources
had been listed; in many cases one or two obvious sources could be
listed at once and the request could then be sent to the Inter-library
Loan Unit for processinzg. If the initial suggestions of the Search
Unit failed to provide the requested material, the Inter-library Loan
Unit could be expected to show greater initiative in trying other sources
without the delay of sending the request back to the Search Unit or the
totally unsatisfactory alternative of simply giving the requester a
negative reply. The Inter-library Loan Unit could also be expected
to play a more active role in deciding that borrowing will not provide
adequate service and therefore that requested material should be
i purchased.

RECOMMENDATIONS

@ﬁ 1. That circulation procedures be simplified (TTR/8--Appendix H) .
o5. That loan periods be more realistic; specifically, that a loan

period of four months be used when appropriate, and that all materials
on loan be either returned or renewed before the expiration of the loan

period.

3. That appropriate steps be taken to reduce the delay in avail-
ability of intelligence information reports; specifically, that processing
time for CIA Library copies be greatly reduced, and that actlon be taken
at a high level to assure receipt of certain materials that fail to

reach CIA on regular dissenination.

L. That all documents pearing an IAC control number be covered by
a source card, even if the report was never formally issued; if the
report required special handling, the source card_should'be annotated to
show how authorized requesterscan have access to it.

5. That card catalogs contain only cards'for books wh?ch are
available to the users of the catalogs; specifically, that titles

available exclusively within 788, OTR, and the office of the DCI not

appear in catalogs used by general Library users.

6. That all Nodex documents be available on aperture cards.
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‘ 7. That searching tools be made more complete and easier to use;
specifically, that an official record be established for each serial :
title, and that vhenever feasible source cards be annotated to show i
location of documents.- 1

8. That wide discretion be assigned to Chief, Circulation Branch
to purchase or reproduce materials when this appears the best method
of servicing a request.

9. That custody of and accountability for materials purchased )
with other than CIA Library funds be the responsibility of the purchasing

offices.
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List of Appendixes to Report of Task Team No. 8

A. Organization of Circulation Branch, CIA Library as of M@f& 1957 .

B. Organizétion of Circulation Branch, CIA Library -- Interim Proposal.
C. Organization of Circulation Branch, CIA Library -- Long Range
Proposal.

D. Memorandum: Table of Organization for Circulation Branch.

E. Memorandum: Topic 1l: Assertion by the Library Consultants that the
Circulation Branch is Overorganized.

F. Responsibility for Processing Inter-Agency Requests for Retention
Copies of Specific Publications.

G. Circulation Branch, CIA Library. ZProcedures for Processing Loan
Requests, as of March 1958.

H. Circulation Branch, CIA Library. Recommended Procedural Changes.

I. Loans to CIA from other Libraries: Average Processing Time in
Calendar Days.
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TTR/E-Appendix D-3

CIRCULATION BRANCH CIA LIBRARY

ﬂ:bolished positions in 'bracket§7
New positions underlined

Title Slot No.
. Branch Chief uo1
(Librarian)
/[Info Control Officer/ 1041
[fibrariag7 429
Ziibrary Assistan37 910
Secretary, Typing Lo2

REQUEST SECTION /Control Section/

Librarian 950

Librarian 83

( Document)

Librarian 83.01

(Book & Per.)

Librarian 687

Librarian 687.01

Librarian 719

Librarian 719,01

Librarian 719.02

Librarian 719.03

Librarian 719.04
SEC

-
-

] B -

Grade
Authorized  Proposed
13 13/1k
11 11
T T
5 p)
5 5/6
11 11/12
9 9/11
9 9/11
7 7/9
7 7/9
5 5/
5 5/7
5 5/7
5 5/7
5 5/

\)

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5




Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

N H ) T ., > s

SECRET d

TTR/E-Appendix-D-4

- Grade
Title Slot No. Authorized Proposed.

T

PN Sy

Source Card Unit "

Library Assistant 679.01 5 5/6

re S e S0

=

Library Assistant LLo L 4/5

3

Library Assistant 440.01 L L/5

CHARGE SECTION /Services Section/

SR e

Librarian 82 12 12/13
Librarian 428 9 9/11
Clerk 708 L L/5

Inter-library Loan Unit

Librarian 670 T /11 ;
Librarian 671 5 5/9 !
(IAC Desk)
Librarian 671.03 5 5/9
(Non-IAC Desk)
[~ /7 :_x"

Librarian 919 > 5/ ,?:
(At LC)
Library Assistant 671.01 5 5
Library Assistant 671.02 5 5 ,
Book and Periodical Unit

& [ L [E

Librarian 898 i 7
]

899 5 5/6 5

Library Assistant

SECRET
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Title

Book and Periodical Unit (continued)

Library Assistant
Library Assistant

Library Assistant

Document Unit

Librarian

Info Control Assistant

Info Control Assistant

Photostat Supervisor

Photo Operator & Lib.
Photo Operator & Lib.
Photo Operator & Lib.
Photo Operator & Lib.
Photo Operator & Lib.

Photo Operator & Lib.

Asst.

Asst.

Asst.

Asst.

Asst.

Asst.

BRANCH LIBRARIES SECTION

Librarian

Librarian
(Training

Librarian
(Training)
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Grade

Slot No. Authorized Proposed
Lh6 b 4/5
146 .01 N /5
446 .02 L 4/5
42l .02 - 9
676 T T
675 5 5/6
912 6 6
913 5 5
913.01 5 5
913.02 5 >
913.03 p) >
91k 4 /5
914.01 b 4/5
1064 12 12
1065 11 11
L2401 9 Q
SECRET
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‘i : Grade
, Title Slot No. Authorized Proposed

BRANCH LIBRARIES SECTION (continued)
Librarian L2k .03 9 9
(Training)
Librarian Los5.01 7 7
(Training)
Library Assistant 953 5 5
(Training)
Librarian (K) 1066 11 11
Librarian (K) Lok 9 9
/Librarian (X)/ Lok .02 9 -
Librarian (X) 425 7 7

y'j Library Assistant (x) 953.02 5 5

| Librarian 1067 9 9/11

(Scientific)
Librarian k25.02 7 7/9
(Scientific)
Library Assistant 953.01 5 5
(Scientific) 25X1

|
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Organization of Circulation Branch, CIA Library -- Interim Proposal
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25 February 1958
MEMORANDUM FOR: CIA Librarian
SUBJECT: Table of Organization for Circulation Branch

1. For the past two months and a half I have been serving as Acting
Chief of the Circulation Branch, and also as Chairman of Task Force Eight,
dealing with the effectiveness of Circulation in the CIA Library. Con-
currently I have, as Deputy CIA Librarian, been in a position to observe
all CIA Library operations and, to a lesser degree, those of all OCR.

It is my opinion that the general pattern of organization is sound, but
that service suffers because of certain inequities of grade and lack of
clearly defined limits of responsibility in a few areas.

2. Attached is a proposed Table of Organization for Circulation
Branch. Although it calls for three less positions than the present
T/0, I believe that the level of service would actually be improved.

If maximum efficiency can be obtained in all operations, it might be
Possible to make still further reductions in the total strength, but
this is not recommended since an increased workload is expected in some
areas.

3. Two areas will be significantly strengthened by the realignment
of existing positions. The one (428), Assistant to the Chief, Service
Section, would draw together the expertise and action responsibility of
the entire Branch in planning and utilizing equipment and systems for
document storing and handling. He would also be available for similar
work throughout the CIA Library and would coordinate closely with Admin-
istrative Staff, Management Staff, Office of Logistics, etc. The precise
grade level cannot be determined at this time. The other (424.02), Head
of the Document Unit, would be responsible for achieving maximum coordina-
tion among wnits whose task is growing in volume and complexity.

4. Within the Request Section (formerly the Control Section) the
supervisory relationship of the Section Chief to the Source Card Unit
would be analogous to that of the Chief of the Catalog Section to the

Catalog Maintenance Unit.

SECRET
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TTR/8-Appendix D-2
{ 5. The Inter-library Loan Unit would absorb the liaison function
preser}tly'a‘ttached to the Branch Chief. This should result in closer
coordination between procurement on loan and procurement for retention.

The increased grades would provide for personnel qualified to deal
directly with other agencies.

6. This proposal will be considered by the Task Force on
Circulation, and related proposals will probably be contained in the
Task Force report. In the meantime, it is requested that the proposal
receive tentatlive administrative endorsement so that imminent assign- 25X1
ments may be acted upon in the light of the entire proposal.

VJAMES G. CHANDLER
Acting Chief,
Circulation Branch

Attachment: Proposed T/0, Circulation Branch

SECRET
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1 April 1958

MEMORANDUM TFOR: Chairman, OCR Task Team No. 8

SUBJECT: Topic # 1: Assertion by the Library Consultants that
the Circulation Branch is Overorganized

1. The Consultants were correct. At the time of their survey,
there were 16 organizational units in the Circulation Branch. (See
Appendix A.)

2. It is proposed that the Branch be reorganized into eight
organizational units. (See Appendix C).

3. The proposed realignment of functions is as follows:

a.. Search Section:

(1) Retain and strengthen the functions of initial receipt,
identification and routing of requests.

(2) Retain the function of lccating missing items but decentralize
their procurement.

(3) Create new and expand existing search and identification
aids.

(4) Add the source card file and its maintenance clerks (now
in Copy Unit).

b. Book and Periodical Section:

(1) Combine in this section the functions of loaning books and
periodicals from the OCR collections and of borrowing books
and periodicals from other libraries (now done in the Book
and Periodical Unit and the book group of the Inter-library
Loan Unit). '

(2) Strengtben existing inter-library loan channels and develop

new ones.

SECRET
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TTR/8-Appendix E-2

(1) Combine in this section the functions of supplying loan or
?etention copies of documents from the OCR collections or by
inter-library loan. This combines the work now done in the
Copy Unit, IAC Unit, the Inter-agency Services group, and
the document part of the Inter-library Loan Unit.

(2) Integrate the procurement of loan and rebention copies
from other agencies and libraries.

(3) Strengthen existing inter-iibrary loan channels and
develop new ones.

d. Branch Libraries Section:

(1) Bring this function, essentially unchanged, closer to the
branch chief by eliminating a supervisory layer. (This has L
already taken place.)

(2) Place the small J Building Branch Library under the control
of the Barton Branch Library.

4. The major advantages of the proposed organization are:

e&. The chiefs of the two processing sectilons -- Book and Periodical;
Document -- would have full responsibility for supnlying items

either from OCR collections or by inter-agency loair and must

develop proficiency in both areas. This integration would Tacilitate
decisions for the extention of the OCR coilections and the purchase
of items for specific requests in the areas of poor inter-library
loan service.

b. By assigning more functions and responsibilities to the proposed
section chiefs, their grades can be raised. This is essential to
proper development of inter-library and inter-agency service.

¢. A supervisory layer is eliminated.

d. There will be less intra-branch routing of requests with two
processing units instead of five.

SECRET
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e. As the knovledge and working tools of the branch are increased,
it will be possible to transfer work areas from the Search Section
Lo the two processing sections, which should speed the handling of
requests. This will reverse the present tendency to reduce the
work of the processing units to mechanical routine and centralize
decision-making in the Search Unit.

25X1
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Management Staff
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N I L R . .
hesponsivliity for Processing Inter-Agency

Aequasts Dor Rebention Copies of Sagbific Publications

Background

When Liaison Division was reorganized in November 1956, the
responsibility for procurcement of Air Force and State Department intel-
ligence publications was transferred to the Library. One GS-11 position
was also transferred. It was agreed to transfer the responsibility for
procurement of intelligence publications from fxny, Navy, and non-IAC
agencies from Liaison Division to the Library as soon as the Library could
absorb the work load. This further transfer nad not been effected pending
clarification of need For and availability of personnel to do the job.

The transferred GS-11 wos placed in the Office of the Chief, Circulation
Branch and was assigned one GS-T and one GS-5. The GS-7 position has
never been filled. This group was placed physically with the Inter-
library Loan Unit and has devoted the majority of its time to the routine
procurement of retention copies of documents from the State Department,
Air Force, and the Rand Corporation. As requested, the group has also
procured and supplied additional retention copies of CIA finished intel-
ligence to all IAC agencies (initial dissemination is the responsibility
of Document Division). The Inter-library Loan Unit manages all loan
requests both to and from other iibraries. The Chief »f the Inter-
library Loan Unit is a GS-7. Heither the "retention group' nor the
Inter-library Loan Unit spends much time developing, strengthening, and
extending its channels. The basic responsibility of the Document Division
is the receipt and initial dissemination of all intellience publications
received by CIA and all CIA produced intelligence publications. It also
effects any changes in requirements for initial dissemination of intel-

ligence publicatilons.

trol Branch of Document Division is responsible for

-

The Special Con . ‘ b o1
the supplemental distribution of top secret materials, National Intelligence

Estimates and Hational intelligence Surveys. It also handles initial 4’¥4W

01 distribution of CIA finished iate..igence
-
[
25X1

and supplementa.l

rindings and Conclusilons

Finaings 8t b oo

netueen reguests for rotention copies and loan
should be discontinued. Many of the loan
Tater-Llibravy Loan Unit are filled by retention
often the same channels are used to obtain

1. The Adistinction
s artificlold and
t.he
e .

coples 1
requests received LY
prhﬁsfrmxmmrhwecw
cilther a ioan or retention copy.
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) 2. _There hag been some attempt, mostly by the "retention group," to g
make an?ther artificin: distinction -- between the service of supplying i
docunents to an agency and procuring documents from the agency. The same i
work wnit should do both.

o 3. ?hg Plan Lo transfer the document procurement function from
Liaison Division to the Library was sound and the remainder of the plan
should be executed.

L. It was a protempore decision to attach the "retention group" to
the Office of the Chief, Cireulation Branch. The function belongs in the
Inter-library Loan Unit. Most of the work is routine.

5. The Inter-library Loan Unit should take positive action to
increase its effectiveness. Loan delays must be reduced. (Appendix I)
Liaj.son activity with other agencies is essential to identify and eliminate
bottlenecks. This is the proper area of responsibility for a Gs-11.

6. The supplemental distribution of top secret documents and
National Intelligence as well as the initial distribution can be handled in
the Special Control Branch, Document Division more economically than
’ﬁ would be possible if the supplemental distribution were assigned to the

@' 277“./ Library.

GLRET

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5



Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

Z dans

(PR A s |

P TR/ & Appendiz

~
o

Cirowation Branch, CIA Library

Procedures for Processing Loan Reguests As of March 1958

TABLE OF CO:

CHART I Processing CTA Reguests Tor Hsxrd Copy Documents

CHART II A Processing CIA Reguests for Photosupies - Hegative in File
CHART II B Processing CIA Requests for Photocopies - Negative Not in File
CHART III  Processing CIA Requests for Books

CHART IV Processing CIA Reguests for Periodicals

CHART V Processing CIA Requests by Inter-library Loan
CHART VI Processing Non-CIA Requests for Documents and Books

L - —— Ca ’ . » : v
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3. B Raquoste from [

Yorz A (non-State
or in Copy. BEo o

oarked 'JYux tajod.

t/)/*///u . /4

cmgni

st b r? é"x/xm/

e (ﬂ/'/sj 177

-
E .

e, P /m/u:f 1
o Ala Ae prs
/e 2l0-2 A
Fo bals
Lrrer (—ece?c/‘
spuwecler fo 4
v:f/o/ﬂ/at/‘,
|y offrce v S
prun.cnf/‘ ///:
me ordcs

s Fo Sear

b /7 o

7 & (7/0:/‘/'&/

jatellofax Rupne:

, in duplicate) of
ction taken in Sea
Processing saxo

faor /4

fn/o,
le Rush.
- F P rng

E/G/v{)/t;t/la”,
) s

o~ sn/s,

bt ’/’ 2/0 /.

? St porsnks,
Pre A “s,

borz.

eV ’/ c/a/fg_
12/0-2, 10
oA (They
Er0-2)

ch. Yorme often
ap above.

See Chadrf 2

Fear/s .

B (state, triplicpte) recelved eith]
prepared for reque|

pr in Search
pter frox the

Copy / — usd

Y. 3% & or 7~

worn
Box

4. © Raquoeyy:
a. Pull reel. (X

b. [f 3G Pages or
(1)
(2)
(3)
(4)
(8)
(6)
(7)

Hask filz.

Stamp 3lu-
TFile 310-1

Destroy re

o- If over J0 Pafoh!

‘ Copy Untt Chief|
requsater & off]|

(1) If He ¥ALL Yiox in Copy Unit:

Beol 1e hel
resl, file
deatroy oth

Priats zadd

P ILY

Filo rest ¢f 310 by C-Rasl capegory.

ta Mach. Div.

Pull 310, dend 310-3 & printw

by offtce in Stati

[v of 310.

10-1 by office in
pr coples.

8out* record in rpel fils.)

Send to Mach. Div.

and)

SCompleted." Gowmt—ty offtce.

or Deputy Branch @hief photioa
brs viewing or an {suphrns.
| for him. When hd finiehos, refile

with 310-6.

returnod.

to requeuter.

Litcn (Stix) file

Stix flle and

()

> fr2ch Div..
Mare prinls,

&f
/ =
> £ e

25/ /’a}/ (‘[7>

FoR o
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(2) 1f He Will Vibv in 4 Branch Libgary: ’
(a) ¥rite *Lopn", due date, & rdel number op 310.
(b) Send 310- and reel to Br. |Ly.
(¢) File 310-} 1n C Out Record Yy C reel category
(d) Destrpy ofher copies of 310
(e) When reelireturned, refils {t, pull 310-1
and staump| it *Completed,? f4ls it by office
in the St}lx File.
(£) Tollow upjoverdue iteme oncqd a month; place
310-1 on pnd 1in back of C Ot Record file.
(3) 1f He R)gu_aT an Oraphane:
(a) Checlt ozéphanes on hand. I they fill the
request, fkip to step (g).
(b) Make Prirfting Requisition Fprz 70.
(c) Send resl, 310-5, and 70-2,§,4 to Printing
Servicaes Piviaton, L.
(d) Tile 70-) & 310-2,3 in Reprp. Pend'g. File
@\ by Yorm 7D number. .,
"%, e} 7ila 310-L in C Out Becord {(orig. only — anfl »o/ ma rhed |'oan — \ l
moeans sent to PSD). \

(2) Becelve okaphune, roel, & 7¢-2 & 310-5.

(g) Pull 70 & 310 froz Repro. Pqnd'g. File and °*
from C Ouf Racord. Stamp 314-1 "completed® &
f1ile in Stix File by O catefory by office.

(h) Cut out ofaphane material wgnted (entire roel
hae been Feproddsed), put oj & reol and send
to requester with 310-3.

- N

Jo

-
Des frai

(1) Splice repatning ozaphane azd file.

(§) Destroy 3}0-5, 310-2 and Fogus 70.

(4) If Printe Are ] Rejuired:

Tape C reol anjl order prints fro Printing Serv. Djv.

Procedure is shme am atap (3) difectly above. \

CONTENTS OF STIX FILE OF FORMS 310-%:

D requeste,~by office 5 Y
C roquests, viewsd (s5e-/ by offree «/ ?,'/0/" rionrdl),
¢ prints and qzaphanes- by offide

Count monthly for |report. Then bundle. /A Ti-® A nprwca /5/
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A. Rgquaster writhe rfquest.

Se“’ '“C/é /////7‘

B. Search recaives, afarches, an 3 .
Rush; sends to Copj. ¢ 1dmt.11r1u, Logn 1
C. Copy
1. Sorts tato C & ¥
2. Yor D Boguouts:
a. Count total f4nd tims stamp.
b. Sort by aumbir. Xxpod {te Kush.

Requoats.

c. Check File.

Apertire Card is miesing.
(1) 1f Pink H

Out) Card Is i3 Ng!.
(a) Hold [310 one wesk. Recheck file daily (1)
If Byeh, wearch for 1t [ehould b in
procdss in tho room).

(b) Afted one woek, FYLAG tbha: Post to &
blue

IBM card the contrpl no., charge nol, >
& dafe. File blue cardfwith pink card.

Hark 310 "Flagged" and hend to Search. l

Ap Cd

Search  (c) F1lo|310 tn Flag Ttle Bbx by charge no. ~ d £ile
Copy (d) Whern laperture card is rheeived for re- FLAG [ Flag ?"'C/ce, /—F/a7 I 2 c//)

filidg, pull Flag Card f oend to Search. FIef L_——._ I

Placq aperturs card in |Hold Box. T o
Search (e) Pull {310 from Flag File|Box & return to Holel

Copy Iith Flag Card. /

) 4

Copy (£} Pull japerture card froz|Eold Box, destroj > FLAe 2] Ap. & %

Tlag |Card, ani procees fequest.

— &
(&) Concyrrently with step [d) above:
At ldaet oncu/w\ek, che Frocesz &0 'fﬂﬁ' Ca f/

Copy

3. Jor C Rogquostn:

Check C Oit Rpcord.
sequance).

a.

If no
then requost

If reel {8 1o
Racords Centex and report losa

file
actidn;

If present, retu
1f not, reflile
(h) In alout 2 wooks (pot o
apergire card still mia

Chief], Services Sec. wh
got duplicate. He ch
ato, Mith Doc. Div., Re

with
sake
give

briginator to borr
jn tow aperiure car

(2) 1f Therd Is Ho Pink Out Ca

(a) Searkh through unfiled
(atef (1) (d).

(b) Flag-- as 1n atep (1)

(c) Baet stops (1) (c) ¢t

If rosl la

"out® rpcord, and 1e a4 08
Ht from Huch."Dlv.

3t, report to Chie

+o Copy to procesp.

bk aperture card
In 310 to Copy for
o Flag File Box.

?K\
G

( See Charl"ITA,

or 4 weeka), if
ing, give 310 to
follows up to
hcka, as appropri-
torde Center, or
bw bard copy to
L. 310 then

Pd:

ap. cards {new an

rough (1) (h).

{n process, hold
reel, hold in Pe
1f Rush, requeatj

, Sorvicen Sectlo
o Security Office

b) and send 310 tp Search.

n Pending Sorvice

hding Service File|
at once.

-

i 0ld returns) and] Hold Box

File (no

"a few days,"

He will get & fuplicate from
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C/-‘)c“/-.-v // i T

C 1A
/r’cqu.e':/e'./-

Search

Uil

Book &é P rsod/ca / éf/ﬁff

o

RECORDING INJEFINITE LOANS

1. Requestar Writes Purcretne Qrier, Fora 81i.

3

b. Checks cetalog. Yost call no. (if uny) to €15.
c. If there {8 & cal: no., o to B & P ani check stucvs.

(1) If 2 cortes in stuc«s, ok B & P Cniaf 1f one in
eno:gn. If wnower is yes or if morws thun 2 coplen
are in atacke, pull one, attach &l5-2 to book ana
pluce :n Intefinlte Loan Eox.

(2) If boor i® not obtulnued, process 8lf &s a purchase
orier. Same Chart

3. Ba? Uniy
a. Book Losne: Fro.. Stacks:

(1) Turze boo: ani 8 luko Crows Reference Slip,
fors. 207 by typing: asthor, title, call no.,
borrower!s name, room & bullding, office, extencion
ninfinize", and date. ”

(2) Send boor & 2UT-E to reguester vim office control
officer, if any.

(3) File 207-1 in Inwfinite Loan Flle, by a.thor.

" 207-2 0" " " " by torrower.
Destroy 2u7-3 & 207-4d.
b. Agcountable Boox rsurcnuand for Regiwmster:

(1) Book unt €lb-3 recelved froz Acy:leitisnns Er. via
Catutog Snctizi.

(2) Begent steps a(l) - a(3) axeest, tefore filing
207-1, sort & cou:nt Ly offlce.

(3) Acco:ntypble Bos<u pirgraset for VIR usra recorded
on the Shelf List by Catalog Sectlon, Acy. Br. ani
are a9t zruceveed as indnfinite loans.

8. ER in0 A LOAN RESST - BOUX IS ON HAND

a.

2. Search

Racelives Library ¥:rchure Jrier.

S 1-2.
"chedk ovatlability azd,

v, Forr. 41U ts receivedi from Search (See Chart I,
Algo recetved in B&P by phone; et cell no.,
{f on nand, write Form 310.

2. B&P Unit

. Seurch filen

Locate ani p:ll baor, by tiese ateps in this order:
1) Cracx stucka.

|

[

AN

15

BoOK

!

[

1 5
(2) kechece catulug, find wnat collection book fa in. i
Cnecr theTe. l;
(3) Cals Catalog Sec.. give cull no. ana anx if book H
is {1 Refe ce Br. or Train‘ag ¥r. Ly. See Purt C. ]!
(4) Search Definite Loun Flile. i
(5) Searcr. {nite Losn Flle.

. Charge ut Book:

(1) Znter aue iate on 310.

(1) Staz, 3l0- ®For Loan Infor atlop on th's Ttem-
Cuall Ext. G70EY an: attach to bonk.

(3) Star, cirrest tate on bace fly leaf of boox.

(4) Mure & attnch roite slip, sens boo¥ to regunuter.
(5) Hols 310-1 ani ¢ mnt wily (by orftce 17 310 came

¢ror Search, total only {f 310 orisinated in BaP) .
é!)) File 316-1 . Dafiutte Lonn File hy A:thor.

7) Sent 210-3,4,f to Seurch.
2iu-3,4,5 1a Coarge O1t Fiin by reguester.

PRUCESSI.G A LUAN HEGIZET - Budn 15

CR TRAINILG BRANCA LIBRARY

Bz Jntt ) X . .
1. 1f in Roforenc>, phone Trepiamitar rafer nla toera.

. 1f in Training Brageh Livrosd

Hold 310 for a Jsoy. [f #f. Lonh, follo\.
towrite

chunge—out procedirs in step 2 bulng exce.] R
WReturn to Hnf.Y on 3i0-1 ant gend 3100 e def. Br.
which nainngen tu own recallo.

approves &

2. Mnke o Ax5 pllp showing: change B lf'u.!mr‘ ’;,‘ll,l'u

coll no., raquester's pase, HRagrarat Sant L’,’ ?ih

Br.," an! iate ¥{ie in "Sont to Branchow s nll
I ., ¥

File by author.

Send 310 to Truining Br. Ly.

CHAR
our
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D. EEOCESSL.G A _LUAN R4 IEST -~ BOOK 15 O DEFINITW LOAN
NOTE: Booxs are recalled gnly to fill enother requout .
This grocadure follown after Purt B, step ua(4).

1. b&P Unlt

a. Attuch B&P Search, Form BLE to 310. Enter "0V for
wources searcheda. Soeurch Definite Loan File. If book
not on DL, go to Step 2. If boo« is on IL:

b. Check () the "LC" box on 828 (definite churge- wame ao
IL). Also gost to BuB present borrower's name & ext-
ention, due aate or "overdie." Write "Request Pandirg"
on old 310 and reflle tt.

r. Place 310 in Pending Recall Box or Overdue Recull Box.

d. Phone recalls when due or overd:ie. Post rocall inte
to 828. Pull & flag old 310-1 with die iante ant ‘iate
recalled; refile it with new 310 behiniy it.

e. Svery few iays, search DL File, pull overdue flagred
ttems, phone pgaln, post new recall uate to flag;
refile.

f. Book 18 returned.

g- Check attackaed 310-2 to boox title to verify It ig
correct 310. If no 3l10-2 attached, holi book a few
houre; it may be on another returnel book.

Remove 310-1 from DL File, note it le rarked "Requect

Pending” & pull new 310 (filed behind old 3lu-1).

1. Steple old 310-1 and retirned 310-2 (if any) torether,
writs *Clear" on 310-1 und send to Search.

J» Churge Cat Boox. Repeat etep Bcb.

h

2. Search
a. File new 31L-3,L in Cnarge Cut File by reyg:estar.
b. Take oli 310-1, pull matching 310-3,5 from Charge Cut
File and tlestroy all coples.

AECALL
BIAES

[Goom) ‘
e i TE) bzt

/L

; : [ b
—' s

! "”” 12T e
B UL :

ST - 3.0 IS ON ILDEFIN

@. r‘;-:«(us'sx;sc A LOA
-

NOTE: This proced:re used only {f preceeding steps fail
to procice a coy of taok. This proced:re is
gimilar to Part D an. ic <oyed to it by step mumbers.;

l. B&P jpit
a. Check IL File. Boox is on 1L.
b. Prepars Form 828, enter "O" for other mo:rces seurched
and ¢~ IC (inief. churge, or loan). Stajle 828 to 310.
Pont to 628, prescat borrower's nare & extension. If
several coplcus are on IL, post all borrowers to B28.
If any borrower is near the new reguecter, write "Go
Direct® beside borrower's nuze.
c. Place 310 in Overiue Recall 3ox. o
d. Phone IL borrouers mni snk to borrow back the baok.
Stert witn 30 Direct" ruzes. If refisel, post iute
and reamon on 823, Sto, with first assent; pout iate
to 828.
it If & "Go Direct” asvonts, phune regiestar to
20 ftr:ccly to IL borrownr: wnatroy tan 310.
2 Tor others, poot on 3lu-l "Raturn to (name of
IL borrower)." Flag the 310 with callel tnto & fila by
a:thor {n DL Flle.
Repeut phono fallow-1ip procatire of Purt D, step le.
. Boox 18 returnel fro. IL borrower.
. Search OL Filo, rui.ove the regrestar's 310. Remove
flag. Do not ruxove the record ta the IL File.
J. Log the borrowel IL boox. _
Poat die date to 3G, Pill 3lu-2, wtun., clip insie
bosk'e covar. Froe.urs anl attach ra:ie nlip; and
cuirfer roceipts, Lf requtrad. Snad to Teguasior.
k. Flag lue late sn 3L0-1 & file tn BL File by uithor.
1. Put 310-3,5 in "To Ssarch ‘Init" box.
m. Count mnl tally-- sare na Part D, step lm.
n. Sind 310-3,5L to Senrch.

o

2. Search "
'ﬁ-faTSw-:s,s in Chargn Mt File by roqiester (SR Lzn)

e~ Lt e PO b Ot S P

’ \
_N Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5
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¥. PROCEBSSING RETURNED BOOKS - ar 7o Stachs ¢r Aach Ia i
1. A Returned Definite Loan: Psad‘( EUOK'/Q-C%, 4 berrowen l;“
a. B&P Unit i

(1) Check attached 310-2 to book title to verify it is
for that book. If none attached, hold book a fow
houra; 310-2 may be on another returned book.
Remove 310-1 from DL File and sark it "Clear.® It
the 310-1 says "Raturn to n Y
(seo Part E, atep 1J). +" PoRt Dook to log
If 310-1 ie marked "Return to * attach route
slip to book, make courier receipts, if necessary
& mend book back to IL borrower. Raturn other
books to etacks.
Send 310-1 (and 310-2,
the book) to Search.

(2)

(3)

(4) if 1t was sont back with

b. Search Pull matching 310-3,5 from Chargs Out File.
Destroy all copies.

2. A Beturnad Indefinite Loan:

B&P Unit

8, Check IL File. Yo record.

b. Check IL ¥ile, by author. Remove 207-1 (see A3a3).
Check IL Pile, by btorrower & remove 207-2.

Destroy both.

Put eall no. label on book and file it in the stacks.

= N

['3/;:

all -]

Boox

4.
De:/-”/W

ST

L

e

/‘ ""-1
DL

Frer| Al

P it b s+ manne * o

G

prEmeT

Book

/\
- s

7‘(—\
AN

BoR

Dg:ff’/

Or

Sf‘acks

“w

TOETE R

.

P

TEE

TS TSR

TS
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HOTE: REQUESTS FOR FOREIGN PERIODICALS ARE SE} ERRC
T0 ACQUISITIONS BRANCH, FORXIGN SEC'I‘ION.‘T Bes # unr
|
1. Search BRsceives request.
for call no.,

B4P Unit

a. ?;arcgh tkgr [t!z: In_Thie Order:
heck stacka. If copy not in stucks, wri
1f periodical not in atacks, write Hunurlgeoslglg? 8

If srack box shows item is wicrofilued, write MIC
on 310 & returo it to Search where it is sent to
Copy Unit for processing (film f1led alpha by title)

(2) Chock Dafinite Loana- Porlodicala file.

(3) Check Ref. Br. Biblio. Collection List.

(4) Attach form 828 to 310 & enter "O" for sources
searched.

(5) Check Acq. Br. Subscription Liat.

(6) Check List of Serinl Titles in OTR Library.

(7) Check Rocords Center holdinga.

(8) If not availsudle, leave 828 on 310 & return to
Search. If only copy is in Ind'l. Beglster, show
this on 828 (see atep el balow).

(9) Some 310'e are marked "hold untll iseue released
by Ref. Br." Place !n suspensme file until item
is reccived from Ref. Br.-kxenpus only current issues.

Verifien ldontification.

Thare 10 nona. Checks

Sends to B&P Unit.
2.

10.

b. If Item is in Stacke:
(1) Due date the 310. Attach 310-2 to item, make & att-

ach route slip, & eenl to reg:ester. Also make

courier receipte, if mocensary.

Pile 310-1 in IL-Peric File by title.

Send 310-3,5 to Search (filed by requeater tn

Charge Qut Flle).

When 1itex la res:irned, pull 310-1 from IL-Perioe

File, mark "clear® & aend to Search (where 316-3,5

1s pulled from Charge Out File and all coples

are lestroyel). If 310-2 {s returnei with item,

staple to 310-1. Return {tem to stacks.

\F:em is on Dafinite Loan:
{ Ropeat recall anl flagsing proceture explained in

Chart III, shest 2, Fart D.
(2) Wnen itexz 1o returned, send & charge to new re-
quester, following procodure in stop b (above).

d. If Ites e in Beferenge Branch:

1) Phone requemstsr & refer him to Ref. Br.
two hours. Destroy after that tiue.
(2) 1f Ref Br. briigs Ltem to BAP to loan to rojuester:

Mark Raf Br'e apectified due date on 310.

Make raute slip, attach it & 310-3 to item & send

to requester. Aleo make caurier receipts, Lf nec.

Hurk 310-1 "Retn to Ref" % file in IL-Perio, by
title.

Sead 310-3 to Ref Br which naintaine its own DL
file & zannges raecalls.

Send 31C-5 to Search where !t i{s flied by requester
in Crurgs Qut File.

(3) Whan ttem 1s returned, rejuat atep b(4) above except
that {tem is returnsd to Ref. Br.

Hold 310

e. If Iten im on Acg. Br. Subscriction List:

(1) Phone recipient, throngh n contact, & ask to borrow
{tem. (Exceptlon: do not cull Ind'l. Roglster be-
cause they clip itema ani cunnot loan them.) Post
anewer anl reason, if refused, to 828.

(2) Pollow flagging & follow-up procedurs explained in

i Chart II1, sheet 2, Part E, ning ths IL-Perio file
in place of the DL-Anth file.

(3) Wnen item racelved, sand & charge to requeater,
following pracedure in atep b above. Alpso mark
310-1 "Return to (purson loaning ftem)" anl flag
1t with due date.

(4) Recall ttam by chacking flage for ovardin itoms.
Past euach recall inte to flag.

(5) Whuu tvew s reterned, pull 310-1 frow DL-Perio fily
Attach route wlip & roturn tu porson who losned 1it.

b)ao/f Y [ e a l T

b
o

»

7

5

PERIO

0T

4

T TS e ST

‘f}“/?/o] |
B i

=

courE

2 :
Soam 1

L.

/" g.sm D i y
/ [Tf;:; N\ '
Y ) \

!

Li ETC i B :
Para |
i

'
!
!

Mark 310-1 "cloar" & send to Soarch (whore 810-3,5 AN ‘\\
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(continued fron sheet 1)

£, If Iten is in a Brangh Library:

(This may be shown
Subscription List
to OTR Library.)

eithor on the Acquiaeitions Br,
or on the List of Seria) Titles Sent

(1) Prepare a 3X5 slip duplicating data on 310 and
appropriate Br. Ly. and date. File by title in
“Requests Sent to HIC & Branches* file.

(2) Send 310 to Branch Lidrary for processing.

show

8+ 1f Item Is In Records tor:
Post information to

310 and return it to Search Unit
(where it 1s sent t

© the Records Genter for process ing).

RECORD
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! A. pEQuEsTS ron DOCUMENTS

LL Unit

1. Order Dogument:
a. Receive 310 from Search
in CIA Library.

b. Sort by document source.

which haw found item is not

Count & tally by source.

Place in Request Box-- divided by sources.
¢. Bemove a block of 310's from Request Box.
d. Pull 310-2 & file by date in Source File.

and if thsre is anothor 310-2 requeet for

etaple both together & writo on new 310 "7

Check file
sama document,
o (charge no.

Aaﬂn #/II/,-

» w4
FRoN (1a) e ®
cearcH\ 7 BT =
Vsl J—sm | 377 |1 g 5 RED. le
, 2_]_5; Box .

of other 310).%

e. If Bush, phone order to source.
f. Type order on eource agency's form (6 kinda).
requosts, write confirming order only for:
Air Information Division

Naval Research (only if docume
Type courier receipta.

&. Attach copy of order to 310 & file
310 charge no. Exgept order form 755 is
file & is filed in 756 Pending File by

h. Send order to source agoncy.

Hogi ived that D t is_MOT AVAILABLE:

a. If there is another source, repest steps lc~lh for new
source,

I b. Phone report to requester, try other sources he can
suggest, or destroy 310,

c. OR write raport on 310 & return to requester.

en ived:

&. Check receipts to transmittal.

up by phone to obtalin.
b. Count & post no. of documents received.
‘c. Pull 310 from Pending File & attach to document.
d. Sprt out documents which are filmable, post date and

® no. to "Sent to Doc. Div." log. Send to Analysis

@ CaiS h, Document Division for microfilm procescing,
. ¥oF remainder:

(1) Sort aut retention documents, attach 310-3, make
courier receipts, if nocessary, & send to requester.
Pull 310-2, attach to 310-1,5 & put in Couat Box.
Yor rorainder (loan d.ocument.-), post to Inter-
Library Loan, Form 309 the requester's name,
addreas, the 310 charge no., & due date.
to document. Also make & attach courier reqeipts,
1f necessary. Send to requester.

Place 310-1,3,5 in Count Box.
Take 310's from Count Box. Sort, count & tally by
office.
If 310-2 ts attached (retention), file 310-1 by
charge no. in Dead File; destroy 3107,5.
If 310~2 not attached (loan);
File 310-1 & order copy in Loan Fils by chg.nod
" 310-3 in Loan File by requester.
Destroy 310-5.

Mark omisnions & follow

(2)

(3)

e P 370/

(l/(‘"{

e A I

- 2o 2, -

N
For Rush
PENOG 755
nt te classified) SOUACE l enos pop
Fie& Fr4E
in Pend{ng File by
too large for
source by date.
e JE I 2 A ry /—19\
e Frle

. X oA loﬁp'l_i] \

= RomM {TRNS v, Iy

) = ! C p 2 51 FENDS
S OURCE C(Ba,d [ ‘973 sl
NAGENCY ;' | 7 & e
\\.,/ ‘_ ~- /

/—"t‘:—/ﬁ
[ Doc 310 Doc
7o I e Y 370 370
Doc. - D Sooned]
Yot
Attach O F7e ) 14 J I s
y P;,., L .
. RETENT 0N
FILMABLE Doc S Doc's.

7o

309 E

ro
REQUEST®

i COUNT]
'7 Box
E—_—’m-:
LoAN DocCls
£
///ﬂa__’Ag___\\\ D‘srrqy

370
O RDER

2L

3/ 2

o
J
RETEN T 70N

DEAD
F1es

~
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LoAw
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‘ 4. YILMED DOCUMENTS RETURNED FROM DOCUMENT DIVISION: —
\Documente are returned with 310 and copy of order
attached.) F,‘-?()A
a. Post received date to Documant Diviglon Log. boc.
b. Scan & sort into good and poor CopYy. Dirv.

c. ¥or good copy documents: ~
(1)Pull 310-1,3 & eend to Copy Unit for process ing ae

& request for a photocopy.

(3) Date & mark the 310-5 “%ent to Copy Unit.n
Count & tally by office as completod requeste &
fils by charge no. inDead File.

(3) Return document to mource 4gency (mee Part 5 below).

d. For poor copy documents:

Loan dooument to raquester (repeat ateps 3ez-3

.
» above). / 7—0\ Z/)
5. Loaned Document Raturned to ILL Unit: \ sy ol 1
4 s AN
a. Pull 310-1, 310-2 & 310-3 from filesa. NGNS Y,
. zJ

N

b. File 310~1 & order forz by 310 charge no. in Dead Fila. \
vz tse Frecd Y s gL, zc
el .-//,’n/ i lA 4 7

Ve £ o, i
< i T .

¢. Sort documente by source agoncy.

/_'\
FRENT N\
REQUEST A
d. Coubine these returne with CIA loans 1o the agencles. \
Type tranemittalu & courler recelpte. \ \—/

Send to source agencies. ™

— .Dor)"ru,v

[eR2ER:
F7/0 i \
) DEAD

/S Fre

= 7 2]

AGwecy | A : ’Lf—/w gre _-—-P.De.:/;‘a/
\/ ,_____J‘ : REG ___ill

6. Bacal} Procedure:

— jp—
a. Loaning Agency recalls by phone or memorandum. ,/.,. \\ @ \\ ( é )
"RECALL PHONE ) s
'3 FRom - ) \ B2 S
Phone requester & ard ask for return of document. <~1'§:R'Ct’ 5 }?EQJESI—'/?/; l_:_arﬂ o] e
Loy | Free —
b. Pull 310-1 from Loan File- Chg. No., stumn date & N . / ! !
vrite "recallsd.’ Attach a rod flag & refile the 310-1. S— — 4 REQ

Haks scratch record of charge no. & hold on desk.

c. Attach red flog to:
310-2 4n Source 7ila.
310~3 in Loan File- Requenter.

d. Poriodically, check scratch records to Loun File- Chg.
H0. Recall again pnd post now recall date or .natroy
scratch record 1{810 10 miseing from file.

For OFFrcral Lfee 0/:/;/

\}
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ROOFSIC/4. gy oney

‘ ¢« For LC Only (where TLL's own (T ltaison clerk processes

ILL orders):
(1) If book is on loan:
(a) Pull 310 from Pend! nir File 4 remove 310-5,
3 Refile 310-1,7,3 in back of Pending File by auth
. File 31C-5 by requester in LC-Out File.

Use for follow up in IC.
(2) if not available, order so marked and returned,
Pull 310 from Pending ©lle % repeat steps 2a-b.
File returned orddr by date in LC-Cancelled File.

3. Book Received with Copy of Order Attached:

(b) Make 3X5 card showing biblie. info, # charge no,

TTR/B-Appen.-G-14 1
3/7 e / 3 ()/( Z// pp ,,
I
: Al
"),- -~ . T - |
ART T [locessims Cyn Feguecli by Tolor-Lidiray Love ~ i
7 7 7 > i
- Dy~ - &
d/’tfa S o ,.Z—///;/’—'L/J/’(«fy Looasr o7 ¢
| > ammms v pons N |
w%’ :‘Ef,-‘)m corrorned 3705 1M
ILL ynit — . - ¥
L. ordor Book FRE AN s e . /Krd\\\ d
. or Book: . y o L S - SovRcE |
8. Mecelve 310 fron Search vhich has found ftem 1a not i AR = SR ONS smARy; I
CIA Library & has marked other source(s). \ “nT £ l?_}—“—'—“* . e L
! b. Sort by book source & author. AN L. Netomaz e, O {
H ¢. Rush requests are phoned to source library. oOrder is - s g
sent by messenger who picks up book, . -~ Sowree i
d. Type orders on source's forms (6 Xinds), Py meeres 3
Post to 310: source agency & date ordered, T 8
File 310 in Pending File by source agency, author and ‘ S i
order date, o 1SOURLE y
File a copy of order 1n Source Pending Folder by data. o !ﬁiﬂq’ A
If source is Library of Congreas (Y,C), our liaison g
clerk holda a second copy of the order, 2
e. Send order to source agency, o
2. Notice Received that Book ia NOT AVATLABLE: e sy
af Try another source; rapeat steps ld-o. ﬁ—ﬁ( )/,7)\ Q/
b. When 3 sources have been tried, cancel as follows: Ca. iy
(1) Pull 310. Attesh to 310-2,3,5 a pre-primted state- (J“ j" CE sy |7
ment of source- :ried, failure to obtain, and that ("/""?'M’y/
310 is cancell:.: unless further searching is request- -
ed. Send to requester, ! i
(2) Wnite on 310-1 "Returned" & the date two wecks hence.
File in back of pending file by date. & 3
(3 Once/month, pull % write "Cancelled" on the expired | ¢
316's.  Count and post. File ty author in Dead File, [
(L) If 310-2,3,5 is returned, pull 310-1 & continue N B
trying other sources. 1f no success, repeat above. I3
! s 1
SR d
TN fs|

o

8. Pull our copy of order from Source Pending File #
replace it with returned copy. This is a temporary
file; weed out once a month.
Pull 310 from Pendin; File.
bibliographic nformation.

b Mie date it % complete

€. Stamp 310-2 "For loan Tnformatien Call Sxt. 2121n 14
place in book.

d. Due date 4 attach 309b to books roiny to Bldgs I,J,¥ &1,
Use 309a for all others,

e. Prepare route slip, astamp on the return address, attach
and send book to requester. Make courier redeipts, if n

f. Sort 310-1,3,5 by source apency. Count & post tally.
Resort by office., Count 4 post tally.

£+ File 310-1 in Loan File by souree, au‘dor % late,

n

310-3 1in Follow Up File by dud date.

" 310-5 in Charge Mut File by requester,

it

FRU M

!

i

|

i

;

| \

; SOURCE |y
1

!

P\ /?.v
N\
—

2C.

re \\ 3707 <-———/ Go

REQUE S‘f,? < Lf’,': o7 (@
- o
/ , |
— - ;
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0 P re 7; 078
o L RO
‘ L. Loaned Book Returned to ILL: —
a. Pull 310-1, 310-3 & 310-5. f o
EQUEST R
b. File 310-1 in Dead File, by author. Destroy 310-3 & ~5,| \
c. Write transmittel form. Attach original & 1 copy to T
book. File one copy in Transmittal Hold File, .
d. Send book back to sburce. If source is a
include postape for return receipt. college,
d. Recelpted tranamittal received. Pull & destroy hold
copy. File receipted copy by date in Transmittal
Receipts File.
,/‘
e
/" FRm
SOURLE
\&IBRARY,
\\“
@ L Procedure:
a. Full from Follow Up Fiie uil 316-3's which are one 1
week overdue. Also pull any 310-3's for which §
recall requests have been received from source 11brary.’ F/f\’_u/w
b. Recall by phone (except OTR; send memorandum). ; [SOURCE

Post "recalled" & date to 310-3 # refyle by original
due date,

¢. Recall next week. Ome week later, fill out fom
which inslsts on return of book or request for
extension of loan period. Send form to requester's
supervisor or to a document control point.

d. If no action in 3 days, réport facts to Chief,
Circulation Branch for appropriate action.

OF EICIRL

\Q‘M&Y

To
REG ‘s,
Surye,
N

oo x
/T
3/0
— Desf'/-a/

S N ~
RE- Ful Fro ﬂ—\
CALL ! v J
| Fiae L R ——
J 2
o~
REcAY
\NVOTICE
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A. REQUESTS FOR DOCUMENTS

ILL ynit

1. Request Received:
a. Receive Inter-library loan Request Form, 705a.

b, Sort out requests for CTIA material not in CIA Library
and requests from Intellofax tapes.for photocopies.
c. Send requests, as applicable, to Map Library, and
the Graphics, Biographic, & Industrial Registers, |
d. Sort remaining requests by agency; count & post tally, H
e. Send requests from step d and the requests from 'Fax g

tepes to Search Unit for pricessing like a CTA request

2. Ttem Not Available:
a. a received, marked "not available.”
b. If Rush, phone requester,
c. Return 705a to requesting agency.

3. Document Received From Appropriate CIA Libra: Unit:
@, Sort by agency. Gount ;4 post tally,

b, Combine with documents being returned (Chart V, Sheet A

f
!
i
Il
]
!
i
{
1
1

2, step 5d). Prepare transmittal sheets, courier ! —
receipts, a.ﬁ"x-egistry receipts for out-of-town sources, ///I \ lw-rr-m . ,_“.._D_a,z‘—!
c. Send material to requesting agency library, i I y LS szzul
1 wERy |l )
k. Recall Procecure: N w7 S N I ) cx ETE
ecalls are made only when a document is needed and is N M i ! ! - R TTT |
overdue. Recall request is received from appropriate ! - L4 - WH | —_ =
CIA Library unit. Recall by telephoning requesting : LTt - s <
agency's contact point. S
S. Docunent Returned: PR . - /’:3/6
A EACY e et i ( Ly X
| / i
N | U
B. REJUESTS F0R Bowes

to Form 310,
b. Use Search Unitts tochniques % records to ret location !
! biblio. i-entificaticn of book, |
Send request to Book - Periodicel Unit. Tf source is
Foreign “ection, Acouisitions Branch or ¥ Bldg. Branch ]
Library, phone request first and-- in some cases-e they i
will prepare the 310,

1. Request Received: I | r3vom . -
% b nd 3 Aoy Ay I Fard
a. fteceived by mail and phone. Convert phoned requests " o7 Ly

c

7+ Book Yot Availghle:
a. Jl6-I recelved, marked "not. available."
b. Phrne Tequesting agency. Count & post as cancelled,
Flle 310-1 ip Dead File by author,

r
34 Book Heceived from Appropriate CIA Library lnit: K
le

a. Bbook recelved with JI0=7,3,5 © 2 coples of a trans-

mittal memorandum, prepared in ussuing 04 Library unit,

Zﬁ"? Unit filec 310-1 in Dy fle by author--- Chart 111,
dneet 1, siep neph(£)7

b. Seni hook, 310-2, & Trans., menn. to reo Juesting ajency.

2« Tile 310-3,5 {n Charge mut Pile by apency by charga no, iR !35{‘)
d. hen receiptod cony of trans. momo. is returncd from LYy -« )
reqesting acency, send it to fasuing CTA Library unit, .
] ’ unir .
i ke M2eall Procedures S - < ~
‘ #eealls are anle by shana at. reqiest of fssuine 074 Library] 4 ~-
unit. o record in kept in TII nit. - CHSE
- — /;\ 30 ‘, [ owi” j
CIA L | 1LE
5. Book Returned: " o = 'f[‘ - R

. YA ( ) - i
a, 35 fron Charge ™t File ™ attach to hook. Q Y A

. ’ :J_, .
b‘%’ hook to fs uimg CTA Library unit. MT / L

~

e

[ ON O FFI ML D E DMLY
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CIRCULATION BRANCH, CIA LIBRARY

RECOMMENDED PROCEDURAL CHANGES

- .
(References are to Charis of Present Procedures - Appendix X

1. Search Unit

a. A rush log is msintained in the Search and JAC Units. BRBoth
logs should be eliminated. The main purpose of the Search
Unit log is to be able to answer a follow-up telephone in-
quiry. Search Unit should not answer such inguiries but
should refer them to the applicable processing unit where
full information is available. (Chart I - A24; A3 a;
A3b; Aba. Chart II A -C 2 k)

b. Search Unit should continue to receive inquiries concerning
requests but should refer each inquiry to the correct pro-
cessing unit. This unit should reply directly to the
requester,

c. Eliminate counting requests sent to branch processing units.
Count (by measuring) only those requests sent outside the
branch. Do not count requests by office. Obtain such

@j information each six months by a sample analysis of each
processing unit's dead, or completed, file. (Chart I -
A2a)

d. When documents or aperture ceards are missing or have not yet
been received from Document Division:

1) Search Unit should continue to make the necessary
inquiry to identify the item and verify that it
has been sent to Document Division.

2) IAC or Copy Unit, not Search Unit, should call
Document Division to request the item (Chart I -

2e &50b2).

The larger prcblem here is that Document Division
makes rapid initial dissemination of the material
+hat it receives but takes an average of 10 days

+o supply the ILibrary with source cards and aperture
cards or hard copy. (Ses=Appendix+B) The initial
disseminatinn immediately generates requests to the
Library for additional copies. For 6 to 10 days,
the Library cannot give this service without sending
expedite requests tc Document Division for the
needed items. Recommended solutions are, in the
order of their effectiveness:

SECRET

’ \
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TTR/8-Appendix H-2

(u) Reduce processing tiwe in the Document Division.
(1) Suphry & hard copy of oil items.

(e)

:5 i Document Divid
d lteme, as

CLy days.

3 8
t

Decentratiue Slled b, alme oy
to the processing wits: IAC, Cop,, and Book cnd Periosch
Unie. There is no adyavtage to eentralizing the file in
Search Unlv. This elin L3 the charge o
clearance records {rom the processing

permiits clearing all charge files ot the same bime.

o 1
A4 b; Chart IIT -~ B 3; Chart ILI - D 2; Chazt IV -

Crumsnoritly

(]

2]

When a processing unit encounters a deluy ir £illing a request,
thet unit should report the delay to the requester. It should

not be relayed through Search Uait. This eliminates a wmiddie-

man and puts the requester in contact with the person who kiows
nost sbout the processing of that request. (Chart I - 6 o)

Decentialize the Cile in Search Unit of requests for materizls
not yet received in IAC Unit ox Copy Unit. IAC Unit and Copy
Unit should follow up on these items, not Search Unit. (Chart I-
6b&e, Tec, 8b: Chart IIB - C2 ¢ 1 ¢)

Search Unit waits two to four uveeks before trylng to loacte a
nissing aperture card o answver a non-vush request for a rint.
s

Efforts to locate it should begin at once. (Chart IIB - C 2 ¢ 1 )

Unit (Hard Cooy)

el

Eliminate counting completed requests LY ofi{ice. Measurc rlow

sts
an esbimated total. (Chexrt I - A 3 4d)
Follow up vigorously on all overduce itens, ..ot just those nceded
to £ill another request. When oracticable, make longer inluial
loan periods to reduce follow-up activity. (Chart I - B)

g i ty e aandtr oo T .":\":
Elidnate flagging recalled itens. Create a follow-up file

by due date, using a copy of the request Jowm. Flagging is
i ive Tor a small volume of Pollow-ups but « separate

piftecsi
follov-up file is 2
h dnte. (Chart I - B & 1)

more efficient since all items must be controlled

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5
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» TTR/8-Appendix H-3

When an out card is not in the file, call Document Division
?efo?e searching the mail truck, not after. The truck search
1s.t1me.consuming. Document Division has a ready-reference file
which will show the location of the item. Truck~searching will
then be done only when Document Division reports the item has
been sent to the Library. (Chart I - B 5 b)

Unit

Do not time stamp requests. They were timed stamped in Search
Unit. If a request is not received. in Copy Unit the next work-
ing day, report this to the supervisor. (Chart IT A - C 2 a;
Chart II B - C 2 a)

Do not count printed pages manually and post this information
to each request form. Use automatic counters on the printing
machines. If necessary to deduct for spoilage and waste, use

a per;entage computed from sample studies. (Chart ITI A - C 2 £,
cC2h

It is no longer necessary to keep separate records of State reports
reproduced for CIA requesters. Eliminate the triplicate request
form presently used to list State reports cited in Intellofax tapes.
(Chart IT A - C 3) The file of completed requests for reproduction
of State reports should include only requests from other agencies.
(Chart ITA - C 2 j)

Copy Unit reports that all necessary information is not supplied on

D requests from Intellofax runs (Chart IT A - C 3). It was suggested
that the requester should send the tape with the request. As most
requests are prepared in the Library (Reference or a branch library),
perhaps internal OCR education would solve the problem. If not, it
would be better to supply the marked tape in lieu of most of the data
on the request form. The practicability of this must be studies
because cutting and pasting will be necessary whenever tape requests
must be filled from more than one processing unit.

In some cases, when a requester asks for a large number of prints, he
is supplied, instead, with an ozaphane. If he still insists on prints,
he must obtain them by sending the ozaphane to Printing Services
Division. This transfers the cost of the prints from the OCR

budget to PSD or the requester’s office but causes CIA to pay for an
unwented and wneeded ozaphane and delays filling the request by the
time used to create and transmit the ozaphae. Two problems are

OCR does not have, or fails to use the authority to re-
easonable number of printsl and office-budget
Steps have already been taken to

involved:
fuse requests for an wr
mindedness is wasting CTA funds.

correct this. (Chart IT A - C 4 e)
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THE Pecr1les e ona I
ln% xcqacgu < wLll be offer
prints. If he refuses

will take the LRCES

ed viewing or ozaphanes in lieu of
the offer, the Circulation Branch Chief
St ennt N sa;yﬁs?epé‘tg as?ertain the requester's
ﬁ‘~v  }Clrlogf. Lnee the justification iz accepted the request
+0r prints will be filled by OCR.

. The Chier, Printing Services Division, OL should be asked to
accept the regquest form in lieu of the Printing Requisition
Form 70. These requests are all within a limited vattern agd
additional data ineeded could be provided in e stamied ares,
instead of by creation of another form. The Form 70 is pre-
nunbered. If PSD cannot accept the request form's charge nwiber,
a block of numbers could be given to Copy Unit which could assipn
the printing serial numbers to the request forms. A copy of the
request form can be retained by PSD Tor its records. (Chart II 4
Cl ¢ 3b) This vould eliminate most of the time and all of she
paper required to fill out Form 70.

Book and Periodical Unit

a. The volume of indefinite loans could be reduced substantially by
revision of the selection policy. At present, all items murchased
for a non-OCR requester (except expendable or sterile itex
scanned by the Selection Officer. IF he elects to have the item
cataloged, it is then charged to the requester - "indefinite loan"
(no recall date) by the Book and Periodical Unit. The purpose
of both the cataloging and the charging is to be able to reitrieve
the item Tov another regquester. But the recipie
Joan may refuse to reclease the item and it may =
by inter-library loan or inexpensive purchase.
and criteris which would reduce the size of the
file are:

(1) Expand the Library collection. Buy a copy for the Librazs
and do not maintain an indefinite loun >
purchased for a requestae: .

(2) Do not maintain a chargs record on items purchasad ior a
requester which: a) are reudily aveilable through inter-
library loan procedures or b) are readily available by
purchase 2.0 reasonable coss.

xbra
e call

IIT ~

b. When, in lieu of Durchasing an item o o requester, al

LI WAy e A=l Nt s
copy can e spared from the Library collections,

(o184
nuber and do not charge the Liow to the reguesiser.
A r) [ 1)

9]
£

cel
Chax

ci

—~
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c. Record indefinite iloa
reguest Lo,
A3al)

ns like other loans, using copiles of the
Do not create a nev form (Form 207). (Chart III -

d. lxcept when prevented by security requirements use copy 2 of the
request form s the trunsmittal slip Tor the loaned item; do not
brepare o separate routing slip. (Chart IIT - B 2 b )

€. Do not count completed requests by office. (See item 1 c above)
(Chart III - B 2 b )

f. When a reguested iten is in Reference Branch, check in person
with Chief, Information Section regarding availability for loan
instead of asking the requester to telephore his request to
Reference Branch. If available,charge it to requester; if not,
notify requester. If requester insists on loan, refer him to
Chief, Reference Branch. (Chart III - C 1; Chart IV - 2 a)

g- Eliminate the 3X5 card file called "Sent to Branches and HIC."
It is a record of requests forwarded elsewhere to be Filled.
. If a follow-up inguiry is received from the requester, determine,
EE";j> from charge records or the shelf list, where the requests has
: been sent; call the processing unit and ask that reply be phoned
to reguester. (Chart III - C 2 a; Chart IV - 2 f)

h. Recall all overdue items. Use a separate follow-up file of
copy 3 of the request form, filed in due date order. This will
speed servicing of requests and eliminate an inefficient flagging
system. (Chart III - D)

i. When a loaned item ic returned without an atbached loan #ori
(copy 2 of the request) or with a form from a request for a
different item attached,do not hold the item waiting Tor the
missing copy of the form. Clear the charge records and return
the iter 5c the stacks. (Chart III - D1 g)

j. When an indefinite loan borrower agrees to loan his publication
directly to another requester, this information is posted to the
request form which is marked "cancel" and sent to Search Unit.
Do not send the cancelled request to Search Unit; dead file it
in Book and Periodical Unit. (Chart III - E 1 d)

Eliminate tlc log of borrowed indefinite loan books: Use the
proposed Tollow-up Lile and Ccross referen?e t@e deflnlte loan
request and Lhe indefinise loan record. ?ee iten + a dbéve_
proposing a raduciion in the volume of this work. (Chavt III -

£1J)

k.

SECRET
P'n;_; — e
. y )

]
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Book and Periodical Unit has

- assumed the functions of Search
Unit when a r

. _ quest is received over the counter. If the
item is not available in the Book and Periodical stacks , the

Fequest shouwld be sent o Search Unit to do the work enumerated
in Chart IV -2 a 1 to 7.

5. Inter-Library Loan Unit - Documents

a.

b.

Eliminate the count by source. Obtain this information by
spot check as needed. (Chart V - A 1b; Chart VI - A 1 a)

If sources listed by Search Unit Ffail to yield the item, return
the request to Search Unit +o supply other sources, if possible,
not to the requester with the notation that the item is unavail-
able. (Chart V - A2)

Eliminate an average of 10 days of delay in supplying borrowed
documents to CIA requesters by having Copy Unit copy the document
and send the copy to the requester. At present, if the document
is filwable, it is sent through Document Division and the
requester receives a copy from the newly-created aperture card.
(Chart V - A 3 4)

Eliminate Inter-library Loan, Form 309. Follow the procedure
of the other processing units and use copy 2 of the request form.
(Chart V - A 3 e 2)

Add a separate follow-up file on loaned items, filing copy 3
by due date, unless volume is so small that it is easier to
search, daily, through the file of all loaned items. (Chart V -

A3e3)

Eliminate the log cf documents sent to Document Division. TUse
copy 4 of the request form, filed by due date in a file entitled
"Sent to Document Division". (Chart V - A 3 Q)

Eliminate the double handling by ILL of borrowed documents which
are filmed. After the document has been copied in Copy Unit
and the copy send to the requester (see item 5 c above), Copy

Unit should forvard the document to Document Division for processing-.

(Chart V - A%+ b, ¢, ). Also, if the copy made in Copy Unit
is illegible, loan the original to the requester and send it to
Document Division when it is returned by the requester. (see

full presentation of this proposed procedure in section Te, following)

=~

' Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5 g

)

ERL




Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

“ . TTR/8-Appendix H-T

h. gnter~li?rary Loan should follow up on all overdue itens and not
leave this work to the lending agency. (Chart V - A 6 a)

i. Dur;ng the courses of this study, the routine for recalling
overdue items hag been revised by the Acting Chief, Circulation
B?anch. A second recall is made two working days after the
first recall. Two working days later, if the item has not been
returned it is requested in writing over the signature of the
CIA Librarian. Two working days later, if the item has not
been returned, the case is referred to the Chief, Circulation
Branch for appropriate action. (Chart V - 4 6 a)

6. Inter-Library Loan Unit - Books

a. If sources l;sted by Search Unit fail to yield the item, return
the reguest to Search Unit to supply other sources, if possible,
not to the requester with the notation that the item is unavail-
able (same comment as 5 b above) (Chart V - B 2 b 1)

b. Eliminate Forms 309a and 309b and use copy 2 of the request form.
This is similiar to item 5 d above. (Chart v - B 34d)
Eﬂ'ﬁvj c. Eliminate route slips, unless required by security considerations.
Use copy 2 of the request form. (Chart V- B 3 e)

d. Eliminate counting by office. See item 1 ¢ above. (Chart V- B 3 f)

€. Inter-library Loan performs the Search Unit function when requests
for books are received from other libraries. Retbturn the function
to Search Unit. (Chart VI - B 1 Db)

f. Eliminate the special transmittal memoranda for books loaned
to other libraries. Use a copy of the request form. (Chart VI -

B 3 a)

g. Use the same charge-out method for loaning books to other libraries
that is used for intra-Agency loans. Eliminate any charge-out
records in Inter-library Loan which duplicate the records in Book
and Periodical Unit. (Chart VI - B 3 c)
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Recommended Basic Uses of New Combination Loan/Purchase Request
Form within Circulation Branch

a. Summary of Form Copies:

Copy 1 - card stock. Make this the most-used copy.

Copy 2 - This is overprinted "Loan Copy", and has a large
arrow pointing to the due date.

Copy 3 - This is overprinted "This Ttem Is for Your Retention.

Copy 4 - No special features.

Copy 5 - This is the requester's copy.

]

b. Uses of the Form in Search Unit:

(1) Request sent to Acquisitions Branch. File copy % by
title and mark date and section sent to.

(2) Request sent outside the Library directly from Search
Unit, e.g., to Graphics Register or Document Division.
Pull copy 4, post date and action taken and send it to
requester.
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¢. Uses of the Form in Inter-library Loan Unit for Procuring Documents from Other Agencies

'I‘I'n‘.’. RECIIVED FROM SOURCE AGELCY

ILL Believes Document is Filmable

ILOANED DOCUMENT RETURNE]

TTEM ORDERED FROM SOURCH Document Not Filmable Photocopy is Legible | rhotocopy is Illegible

From Kequester

rom Document Division

e Aok et e n v a1y g e e e e b =

Write order & send to Cy 3 returned from Copy

source agency. Post

Remove copies from

brder files, Due date «— Same

date ordered &4 source |all copies. Pull Cy 4.
on request ferm. Att-
ach Order Cy 5 to \Send document & Cy 2 ISend document & Cy 2&3
!Requast Cy 1. (loan transmittal) to fto Copy Unit.
requester,
Cy 2,3,4 in PENDG FILE
by charge no.
Cy 1 in ORDER FILE Cy 1 in SOURCE FILE
oy source agency & by source agency & <— Same «—— Same
series no. or equivalenyf series no. or equiv,

Cy 3 in FOLLOW UP,
REQUESTER FILE by
due date.

Cy 4 in FOLLOW UP, DOC. {Cy 3 in FOLLOW UP,
IDIV, FILE by due date. [REQUESTER FILE by
due date.

Cy 4 in EMPLOYEE CHGE.
FILE by requester's
name.

Cy 4 in EMPLOYEE CHG.
FILE by requester's
mame.,

ICopy. Unit makes photo-
copy, sends it to
requester with Cy 3
(retention transmittal).)
[Also sends document &
Cy 2 to Doc. Div. to
code, film, etc.

I1f photocopy is illeg-
ible, send docuwnent &

Cy 2 (loan transmittal)
[ . . ito requester, Cy 3 to ILL.

Unit marked "poor copy.™

Pull copies 3 & 4.
If Cy 3 is marked "poor
~opy" & if policy is to
fi1m anybow,* post new
due .daté to both copies
send document & Cy 3 to
Document Division.

«— Same

Cy 4 in FOLLOW UP, DOC.
DIV, FILE by due date.

copy," pull & dead file
Cy 1. Destroy Cy 3&4.
Return document to
source.

If Cy 3 4is not makyed "poo

Pull cy 1 & 4,

r

Dead file cy.l.
Destroy Cy 3 & 4.
Return document to
source.

* Circulation Branch loans hard copy document to requester if photocopy is poor.

policy is to film some categories of documents emen if film copy is poor. Some of it may be

legible and future requesters can be supplied prints from aperture cards mope rapidly than an
original can be re-borrowed from source agency.

Sanitized Copy Approved for Release 2009/11/23 - CIA-RDP82T00271R000100120005-5

Document Division

6-1 *1puaddy-g/YLL




Sanitized Copy Ap| N
proved for Release 2009/11/23 : -
\‘C'}A RDP82T00271R000100120005-5

I0ANS TO CIA FRQM OTH-R LIR s

A TABULATION OF APPROXIMATELY ONE MONTH'S REQUESTS IN MID-

syenaGE PRACESSTY TT7-

1ibrary Recel

PR 822 > UL e

5. =Retention Tine

%
N 1. i T3 4 request 1o receipt by CIA Library.
. 2. e received bty CIi Library to date send to Source Tibrary.
. S jate sent to Source Livrary to date material received
-ry irem Source LibTaTY¥.
B L. . 1 of lines 1, 2 % 3.
S. . sron cate material received by CIA Library to date ~aterial sent
pack to Source Library.
6. Mumber of cases used to comrute averages.
g
ke
Commission CENEU - Census Bureau NBS - Mational Bureau of Standards =
v AFHL 2 E E dical Library csc - Civil Service Commission WIH - National Institute of Health |
; AGRIC =~ ulture Eepartment DCPLY - District of Columbia Public Library MRL - Naval Research Laboratory 2,
N EGS - rican Geclogical Society GROSU - Geological Survey wiC - Netional war College K
AlR - Lepartment of the Air Force HE? - Health, iducation and Yelfare Department STATE - State Department . —
ARMT - artment of the ATTTY IABOR - Labor Department ysIn - United States Information Agency
- ASTIAL - ~rred Services Technical Intelligence Agency LYCON - Library of Congress VA _ Veteran Administration
EB - Eureau of Budget NAVY - Navy Department WEABU - Weather Bureau

YALiU- Yale University
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CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENIRAL REFERENCE

CATALOGING TASK TEAM REFORT NO. O ‘ TTR/9

DATE: 26 March 1958

MEMORANDUM FOR: Asslstant Director, Central Reference

SUBJECT

1.

S

Final Report on Cataloging of Books, Task Team No. 9

anitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271 R000100120005-5

Membership:
Chief, Document Division, OCR 25X1
Chief, Catalbg Section, CIA Library, OCR
Management Staff
25X1

Method of Tisk Team Operation

This Task Force operated as a team in all deliberations,
conclusions and report preparation.

The conclusions of the Consultants concerning procedures, costs,
and productivity were evaluated in the light of recent literature on
cataloging, the composite experience of the Task Force members and
available statistical comparisons, with the results set forth in
detail in Part I.

The Consultants reference to the Library of Congress cataloging
system opened up the problem of choice among the variety of systems
in existence, including the present ISC system. The Task Force con-
cluded in favor of *be Library of Congress system for reasons pre-
sented in Part IIL,

The Task Force drew on the experience of its members to jointly
devise the necessary policies, procedures, organizational structure,
productivity factors and staffing necessary in converting to a
Library of Congress classification system, as set forth in
Part III.

Recommendations (see pages 7 and 8 of the attached report and specific
Tofercnces to Parts I, II and III).

That Items A through D of the Problem be accepted as legitimate
indicators of unsatisfactory conditions in the Library adminis-
(See reasons set forth in Part I.)

e

tration.

5-E-C-R-E-T
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b. That Item E of the Problem be disregarded because it is dbviously

a conclusion based on fallacious calculations. (See discussion in
Part I.)

¢. That AD/CR establish and direct the implementation of policies and
administrative safeguards to preclude the recurrence of conditions
pointed up by Items A through D of the Problem (as developed more
fully in par. A, Part III.).

d. That the cataloging system for books, by subject classification and
subject headings as practiced by the Library of Congress, with slight
modifications, be adopted for the CIA Library, including the use of
3 x 5 cards. (The proposed system is set forth in Part ITI.)

e. That AD/CR direct the conversion from the present system to the
recomnenaed system according to the policies, schedules, plans
and. procedures recommended by this Task Force (and detailed in
Port IIT.)

S-E-C-R-E-T
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ECT: CIA Library Catalog System.

THE PROBLEM

To study the present card catalogs, the Cataloging Section workloads, and the
cost of cataloging, to determine if:

A. The catalogs are inefficient tools, badly kept.

B. Too many cards per title are made.

C. Cataloging costs are abnormally high.

D. Workload is low.

E. The cataloging staff should be reduced by half.

F. Conventional 3 x 5 cards can be substituted for IBM cards.

G. Library of Congress cataloging can be profitably applied to CIA
cataloging procedures.

ASSUMPTIONS
This report is predicated on the assumptions that:

A, The CIA Library will continue to acquire books for a limited size "current”
collection.

B. The CIA Library will continue to give these books subject cataloging.
N.B. See separate memorandum on this assumption.
C. The CIA Library need not catalog books and documents under a common system.

FACTS BEARING ON THE PROBLEM

A. The Problem, as stated above, is composed of a series of direct quotes from
the Report on the 1957 Library Survey conducted) and
others, acting in the capacity of technical-consultants. 25X

B. Ttems A through E are generalized condemnations of library administration
in OCR as it has affected the operations of the Cataloging Section.

C. Item F is, for the purposes of this study, combined with Item G, because
an affirmative decision on Item G will establish the 3 x 5 card as the
cataloging vehicle. The 3 x 5 card system could be applied to the

present system.

D. Deliberation regarding Item G requires consideration of feasible alternatives
and of the necessity for cataloging books and documents under a common system.

Mego, an affirmative conclusion in this matter would require expansion of
the Problem to include arrangements for implementing the conversion. It is

assumed that this broader responsibility is implied in the statement of

the Problem.
S e (=R-E.T
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Ltems A through E of the Problem are

of the Consultants. quoted verbatim from the conclusions

backer want _Referegce to the report of their survey provides the
acsgxognd material from which they drew their conclusions and permits re-
evaluatlog of the data, observations and situations. Conclusion E is pased
on an o?v1ous mathematical miscalculation which resulted in an unrealistic
conclusion agd should be disregarded. Conclusions A through D are factual in
that they point out problem areas in the administration of the CIA Library.
The present catalog system is not efficient and has been badly kept; too many
catalog cards have been made; cataloging costs are high - though not abnormall
so; and workload (presumed to mean production per professional cataloger) is
Llow. These conditions, though charged to the Cataloging Section by the
Consultants, are the result of administrative and policy decisions - or the
lack of them ~ on the part of persons in higher authority. Exception must

be taken to the use of the word "abnormally" in Item C. The calculations

by which the Consultants arrived at the CIA and comparative costs are open

to question. Independent calculations show our costs to be high but not
badly out of line. The Consultanhs reported on conditions as they saw them
without regard to reasons or causes -~ this study must examine into causes in
order to propose remedial measures. Narrative and tabular presentations are
attached to present each item in detail. See Part I A through E.

Determination as to whether or not the Library of Congress cataloging system
can be profitably, or feasibly, applied to the CIA cataloging situation re=-
quired an evaluation of the advantages and disadvantages of (1) the present
system, (2) the Library of Congress system, and (3) any other alternatives
or combinations, including the use of unlike systems for the cataloging of
books and selected documents. For the purposes of this report, the alter-
natives were:

(1) Continuation of the present ISC cataloging system, without basic change.

(2) Adoption of the proposed revised ISC and conversion of the book collection
to the new subject and area classification.

(3) Adoption of the Library of Congress subject classification and subject
headings system, with or without modifications.

Comparative evaluations of the selected alternatives included, but were not
confined to, such factors as:

(1) Ability of the system to provide reference to material requested by
customers.

(2) The effect of the system on the other library components, e.g., shelving,
searching, etc.

(3) Compatibility with the Library of Congress system in searches, requests,
' loans, etc., since this is the primary source of support.

(4) sSimplicity of cataloging under the system.

(5) Catalog maintenance and card reproduction under the system.

S-E-C~R~E~T
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;) G)  Poesibility of permanence in the system selected. Al
{7) Poseibility of correlat ; . X ‘
e e ~7y o6 correlation with Library of Congress cataloging to pernit g
possivle vse of Library of Congress catalog cards. 5
x f
8 43 . " . i
(8) Estimated rost of operaticn under the system. it
(97 Requirements for staflf, equipment, space; etc. under the system. i

Space limitations preclude full discussion of each system in the body of this

i?gorﬁ- They are set forth in detail in the attachments. See Parts II and ﬁ
Lie

E. Many of the favlts aund prohlems in the present cataloging operation are the ¥
result of policies, or the lack of them, which have resulted in (1) additional :
workload on the Section, deriving, for instance, from lack of an adequate y
selestion policy, {2) have required unnecessary work in processing of dupli- :
cates and copies, for lack of an adequate policy on accountability and due to
improper searching procedures, (3) demanded specialized processing, as for
the HIC collection, (L) necessitated conformance to machine processing re-
quirements although the results did not enhance the cataloging product,
and (5) others. See Part I B for fuller discussion.

F. The expedited service required in this Agency, the high percentage of foreign
language books processed and the fact that IC catalog cards could not be in-
Eg"“i> corporated into the catalogs, has presented a problem in CIA not common to thé
) average research library. These conditions will prevail to some extent under
any cataloging system. They can be offset in part by (1) proper balance be-
tween professional versus non-professional versus clerical staff in the
Cataloging Section and (2) by the adoption of a simplified cataloging system
permitting the acceptance of ILibrary of Congress catalog cards with little or
no editing or modificaticn.

G. The Library of Congress., for obwvious and undeniable reasons, is and will
always be the primary source of reference material for the Agency. It is un-
likely that the Agency Library will ever contain more than a small collection
of reference material as compared to the Library of Congress. Hence, it must
Tallow that the two systems should be fully compatible. See Parts II and III
for fullexr discussion.

H. Consideration of any conversion from the present cataloging system must have

fully explored the necessary implementing factors to assure the successful
operation of the plan. The following factors are relevant to any conversion:

(1) Outlining of necessary policies concerning acquisitions, cataloging
versus administrative control of non-intelligence books, duplicate and
second copy cataloging. delineation of the service requirements to be
levied against the Sectlon, ehc.

(2) M-diTicationg to the systam to fit CIA requirements.

(2) Procedures and flow charts to guide the operation of the Section.

>

S E~C-R-E-T
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ing &ﬁﬁlphygﬂffiuv??q fjnedules for the necessary recataloging, screen- &

e Ty e n s marTangenent of cellections and other impacts against 0

B Proczes of other compenents. h I

(?) Tims schadwles for the conversion i

i

L. TIftem ¢ of the =10 ] 4 d

G of the Problem implies +he conclusion that there is no necessity for a i

common, catalogl 3% i |
- ﬂ*? C???nglng gystem for books and documents because an affirmative find-
ing on this Irem would establish sepa

pe™ se. This Task Forc

rate systems for CIA books and documents,
@ conturs in the implied conclusion. ‘

('1 e o 40 "CH miwpcn o 4 ; .

1) ??ipyrmsefv ?UC ?fbtﬁm was devised, and is now being revised, solely as
?Aqf;qmenv cilassilication device. It was later adopted as a book cata-
Loging system without adequate adaptation.

{2) CIA has the only book 2ollection cataloged under the ISC system.

PPN . . . . .

~X) Op=n l}texqﬁurf research may and frequently will involve the use of
several cataloging systems - this in inherent in research and should pre-
gerT no burden to CIA analystbs.

), 2.~ a8 3 . . .

(L) Szarches iv the Library shelves and catalogs by analysts are far more

complicated under the TSC system than under other systems.

) o . Tt .
. (5} The present ISC syst=m as a hook cataloging medium has drawn constant
@‘) criticism from analysts and consultants alike.

{6) An apalyst searching for both books and documents as source material
does not get them by one operation now - two distinet searches are
required.

(7) The uze of numerical as against alphabetic designaticns for subjects is
ne s commeon in American libravy practice.

(8) Ons of the key covsiderations in the choice of the ISC Classification
System Tor the cataloging of hooks and the IBM system for book catalog
cards was the promissad ability to furnish Subject and/or Area biblio--
graphies of hooks and documents quickly by purely mechanical methods.

IEM cards for books and decuments have never been filed together, hence

a combined *taps haz nevar been possible. Much hand processing has

always been necsssary and the resulting bibliographies are neither better
nor compiled faster than if manual -or other facsimile methods are
employed.

(9) Finally. the pres=zp*% trend in documentation systems is towards the use of

pho*ographic and electrenic devices, e.g. Minicard, which offer no
apparent advantages in the storage and handling of books.

SeEColt BT

]
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A. The firsw frur questions in the stated Problem, Items A through D, are i

Leglramare condamnations of the Library administration.

N 13 3ome reasor: Lo Yake exception to the mathematical compu- .
15 by which the Cons thdﬂts arrived at their conclusions. The AE:
fan® remains that the conclusions do point o subjects which were
definlit=ly unzatizfs 2HOTY
{?) e Coasulfants did not take into account any mitigating circum-

S an. , 1oy the fac! that these circumshtances were not generally
within the control of the Cataloging Section. However, in each
irnztance the cauzes of the conditions could have besn remedied by
others in avthority.

B. The fifth queztion in the Problem, Item E, is a conclusion which should
e disregarded as bheing unsound.

icn Tor the continusd use of a common system for

C.  Thers Ficab
© booke and docunments.

D. ; or the cataloging of books, with slight =
‘f?> ,1..ably adopted by OCR for the CIA Library,
EE.'Wf nd conversion are accomplished according to care-
izs, plans, schedules and preocedures, see Part IIL,
E. policy guidsure and administrative directicn in library management,

>vr the ratalog operation have been lacking. Neither the
e eytheam ror any alterpative system can funection efficiently until ;
,“Ldance and direction are provided.

6. RECOMMENDATIONS

{+ i3 racoumended:
K GYo4, Tap Ttems A through D of the Problem, the statements be accepted
e - .:‘ > . - . . -
25 lemikimate indicators of unsatisfactory conditions in the Library
admniaiztration.
B rhe Probiem be disregarded becauss it 1s obviously a
o fallasious caleulations.
" Thal AD/CR establish and direct the implementation of policies and admin-
B :;+{q ive safegunrds LoD --Tude the recurrence of conditions pointed
RSO S SR
up by Itza: A thyough D of the Problem.
|
i
2
S=E~C-RwE.-T
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e - “ataloging system for bnoks, by subject classification and i
AT headinge as practiced by the Library of Congress, with slight. £
mnle;anfinnsﬁ e adophed for the CIA Library, including the use of 3 x 5 b
catalog cards, @

I

E. That AD/CR direct the conversion from the present system to the recommended @
system according to *he prlicies, schedules, plans and procedures re- ¥
conmended by this Task Force and detailed in Part III. i

T« The following is an Iodex to supplemental texts and tabulations which provide ’3
greatery detall upcn speseific subjects in the foregoing Report: %
Fage |

Part T. CRITIQUE OF CONSULTANTS' REPORT REGARDING BOOK i
CAPALOGING. ;

A. The Catalogs arc Inefficient Tools Badly Kept. 9-10

B. Toc Many Cards per Title are Made. 11-12

C. Cataloging Cos%s are Abnormally High. 13-16

D. Wnrkload is Low. 17-18

E. Cataloging Staff Should be Reduced by Half. 19 P
m j Part II. COMPARISON OF POSSIBLE CATALOGING SYSTEMS FOR

CIA LIERARY. 20-21

Par+ IIT. POLICIES AND CATALOGING SYSTEM FOR CIA LIBRARY.

A. Recommended Policies. 22-29 ‘
B. Structure of the CIA Collection. 30
C. Cataloging Section Work Flow. 31

D. Cataloging Workloads, Standards and Staffing. 32-36

E. Furniturs, Fixtures, Equipment and Space

Requirements. 37-38
F. Cataloging Cost Comparisons. 39-40
G. Conversion Schedule. h1-ho
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. QUE OF CONSULTANTS REPORT REGARDING BOOK CATALOGING.
A. The Catalogs are Inefficient Tools Badly Kept.
1. The following catalogs are maintained:
a. Author/?itlg/addgd entry catalog in Reference Branch, M Building (with
copy maintained in Cataloging Section prior to move to 1037 M Bldg.). ;/
b. Shelf-list in Catalog Section -- in area sequence and within area by
subject. 1/
c. Subject catalog in Reference Branch. 2/
d. Area catalog in Reference Branch. g/
e. Plus catalogs for which Cataloging Section provides cards but exercises no
other control:
(1) Branch Libraries
(2) HIC Collection
(3) @Miat Collection
jagh> - :) (k) SOVRIX Collection

(5) DCI Collection

(6) Other (see page 12, Part I. B)

~

Maintained by Cataloging Section.

Maintained by the Machine Division (since 7 February 1958,
this responsibility has been transferred to the Cataloging
Section). '

o

2. It must be assumed that the Consultants were discussing the Subject Catalog
and the Area Catalog maintained in the Reference Branch. They criticized
machine maintenance of the catalogs, and these are the only ones maintained by
machine methods. The criticism as to catalog maintenance in these two catalogs
k/‘ is just. New and additional cards were filed in these decks at irregular inter-
vals from 3 months to a year after cataloging.

3. As to inefficiency, the criticism can be explained by the reactions of the
Consultants to the CIA version of a classified catalog, e.g., the ISC and six
digit codes versus English words and phrases for subject headings. In this
sense, translation of words into numbers, thf catalogs are inefficient, e.g., i
under an alphabetic subject system "Airplane" would appear once in all catalogs Nl

; vhereas under the ISC system "Airplane" might appear in one or more subject
'qu codes, such as "373 or 461 or 666.2 or T43.1". This requires extra processing

S-E-C~-R-E-1
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ﬁn thﬁ+part of the catsloger and again on the part of the searcher because
ai must search several areas, with no overall gain as he only gets one book

Furthermore, the CIA classed catalog system at its present stage of develop-
ment lacks such features as a comprehensive index, graphic aids and guide
cards, all of which are essential in orienting the user of the catalog and
are dictated by accepted library doctrine.

Some inefficiency in the catalogs has resulted from the use of IBM cards
as cataloging media, namely:

e

b.

m‘ - A Sanitized Copy ApprMReléase 2009/11/23 : CIA-RDP82T00271R000100120005-5

TTR/9~10

The Cataloging Section has had no control over the card reproduction proceSS'?
which has been slow and unpredictable.

Corraction of errors during the preparation of multilith mats and printed
IBM cards is difficult and costly.

For catalog card purposes, the long narrow IBM form is impractical, whether
filed on end or on the side. If filed on end, as printed, a narrow view
is presented and part of the text is hidden by the preceeding cards. If
filed on the side, the text is perpendicular to the reader.

§-E-C-R-E~T
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B. Too Many Cards Per Title are Made.

The Consu}tants were obviously comparing this Library to those from which they
came. This comparison ignores the following pertinent facts:
1. ?he CIA Library system has the following unusually high requirement per title
for IBM catalog cards to support the dispersed collections:

Catalog Section Requirements 10 cards
(Plus special requirements) (See par. 3 below)

Shelf.list

Catalog Section catalog

Reference Branch author/title/added entry catalog
Information cards, viz:

wwwhk

1 Biographic Register
1 Special Register/Steuart Building
1 International Communism/DD(P)

Machine Division Requirements 9 cards

Subject Catalog in Reference Branch
Area Catalog in Reference Branch
Subject Catalog in K Building Branch
Unpunched cards to K Building Branch
Reading card

For waste

N W

(Plus 3 cards for each additional subject)
2, As of 23 December 1957, Machine Division has established a revised formula
for their card requirements. The old and new formulas are presented for com-
parison. A very substantial saving in cards is now being realized.

Number of Cards for Machine Division

Number of Subjects 0ld Formula New Formula
1 9 9
2 18 12
3 27 15
L (CIA Library average) 36 18
5 45 21
6 5k 2l
7 63 27
8 T2 30
9 61 33
10 90 36
. . 2 2
w Jig 117 L5
1k 126 48
15 135 51
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D 3. In addition *o the basie requirements of the Catalog Section for their own o

i . a listing of requirements for special card service.
Or not such service can be Justified is not known to this Task Force:

catalogs, the following is
Whethe

For every title in Russian 1 ILibrary of Congress
For every title with an AB number 5 Foreign Section, Acgq. Br. -
For every title in Oriental languages 1 .
For every title cataloged for HIC 5 Pforzheimer 25X1
For every title cataloged for OTR 10 25X1
For every title cataloged for QMHat 10 TSS 25X1
For =very title cataloged 10 Brugioni
For every title sent to VMR 9‘ 251

1 Shelf-list
For every new title cataloged for SOVRIX 15 SR/6, DD/P
For every old title sent to SOVRIX 1 (Photostat copy of card) -

SR/6, DD/P
%3 For every title sent to Reference 2

For every title with a subject of 900 1 25X1
For every title for Reference with code of E
927 3 y L
For every bitle with CIA control number 2 i
For every title for DCIL 2 DCI

1| 25X1
For every Fiction and EPP title 2 K Building Branch
For every microfilm cataloged l‘

>
5~-E-C-R~E-T
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misleading. The tremendous differences reported in the unit costs
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C. Cataloging Costs are Abnormally High. ?
Raynard C. Swank, Director of the Stanford University Libraries, "Cataloging Cost .
"Comparative studies are uniformly hopeless, if not downright -k%

33
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Factors,” in Toward a Better Cataloging Code, 1957, pp. 53-67 states: r:
1
|
|
1
|
|
|
|
|
|
|

among libraries cannot be explained by any known variable, such as
size or type of library, ratio of clerical to professional staff,
or acceptance of IC cards. Cataloging is not standardized, and the

wide range of factors that determine cost has not even begun to be
controlled.

"None of the studies has attempted to relate costs to values
or results, except in regard to selected variables in a single
library. By and large, they provide no basis for concluding that
cataloging of any kind or in any library costs too much or too little
or that any catalog department is more or less efficient than another.”

|
1
1
CIA cataloging costs have been higher than necessary, not because the Con-
sultants said so nor because there are any firm and recent data on comparative
costs in other libraries nor because comparisons are valid measurements in any
event. ]
Costs are high because the policies, procedures and modi operandi of OCR and
its library system have permitted unusual and unnecessary work loads to flow
through the cataloging process. Cataloging costs in this Agency would have
been high under ideal administration because of (a) the natural demands for
expedited processing, (b) the very complicated ISC classification adopted by a
OCR, (c) because approximately 50% of the books processed are foreign language 4§
publications, (d) because the ISC system precluded the taking advantage of any §
Library of Congress cataloging -- as is quite universally the practice among 1
other libraries, (e) the uneconomical physical arrangement of OCR and Agency :
components and (f) other equally valid reasons which preclude maximum dollars ’

and cents efficiency.

Cataloging costs have been higher than necessary - which is the only important
question within the control of OCR - because of the following reasons, in thein

approximately logical sequence:

No clear definition by OCR to delineate the bounds of the intelligence
collection.

Q.

b. No clearly defined OCR acquisition policy for the intelligence collegction.

No clearly defined OCR selection policy (contingent on a and b above) to
permit the channeling of books having permanent intelligence values !
through cataloging and into permanent retention, and the channeling of all

other books directly to the customer with their control being vested in
the particular component as for any other working tool.

S-E-C-R-E-T
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d. ifi ISClglas§mficat?3n system, complicated within itself, was devised
2r application £y intelligence subjects but has been applied locally to

a + £ N . . . .
ll‘hypes of books, administrative, technical, school texts, catalogs,
amnuals, ad infinitm,

€. The cataloging system h
ability and adminig
chased for special
to the CIA Library

as been accepted as a means of establishing account-
trative control over too many categories of books pur-
ized use and not possessing permanent intelligence value

»| L
° A

. The complete inability o
cards, the
ately.

£ the ISC system to accept Library of Congress
use of which would have reduced our per volume cost proportion-

g. The high cost of applying the awkward and now superceded ISC area code
in the classification of books.

The obvious OCR policy of blindly complying with every request levied by
any source has increased the cost of cataloging through the preparation
and distribution of catalog cards all over the Agency (see par. 3, Part I
B for actual listings, page 12.)

i. The application of the present machine system to the book cataloging pro- o
cess has not produced the advantages proposed because: ~ I

(1) The IBM card is inefficient {see Part I A, par. 5-a, b, c,.page 10.

(2) The punched subject and arsa codes on the IBM cards have proved of
no value for book cataloging purposes.

(3) The promised ability to lnter-file daily growth into the main sub- i
Ject and area catalogs proved to be prohibitively expensive and has i
never been utilized. 3

(k) The promised advantages of machines in supplying customers with
superior search results have never materialized,as substantiated
by the low rate of requests for book tapes.

Js The overall library procedures and work flow failed to screen out or
identify added volumes, duplicates and multiple copies, and as a result
the time of professional catalogers was wasted in searches which could -
have been avoided had the books been properly identified.

As it concerns the specific charges of the Consultants regarding the cost of
cataloging, the Task Force.is in agreement with the Spinion expressed by /
Swank, as quoted al the opening of this Part, e.g., "Comparative studies are
uniformly hopeless, if not downright misleading." However, closer reference
to the calculations by which the Consultants arrived at their conclusion is

in crder.

SwE~C~-R~E-T
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Ge ggi zﬁiﬁ of Caﬁal?ging in CIA was arrived at from a calculation prepared
B M on 5 March 1957 by | Deputy Chief of Acauisitions
ranch, who stated on
%?tfibruary 1958) that he arrived at the breakdown of costs by foreign A |
Ef " and English title, and the breakdown of salaries for the two factors, §§
¥ his knowledge of the catalogers having foreign language competence
Ve?sgs those without such ability and by assumption that those having this
ability cataloged the foreign books and the others cataloged the English ;
bo?ks. Having thus broken the salaries into the two categories, he re- .
51 laygd thése cost§ to records of foreign and English books processed to '
arrive at the unit costs of $5.55 for each first entry foreign book and
$3.30 for first entry English title, He calculated the two costs for
added copies in a somewhat similar manner. ‘ \the
25X1 estima?es glven are within 10% of accuracy. A%t any rate, they are the
only figures available. The Chief, Cataloging Section, states that the
25X1 total first entry foreign and English titles are incorrectly stated as
being 11,500 titles, whereas the actual production was 12,972 and the
actual overall production was 28,832 volumes rather than the 26,000 used
‘ These differences were not reconciled. Since the workload
was about equally divided as to foreign and English titles, the Consultants
took the two cost figures ($5.55 and $3.30) from the report and
averaged them to establish the CIA cost of cataloging. The Consultants re~-

25X1 port states this average to be $4.57 ~- an obvious miscalculation, the
average is actually $4.42 if we are to accept the] =~ |calculations.
If in turn we use the Catalog Section detail count of 12,972 titles in-
@ﬂ stead of the round figure of 11,500 used‘ ‘We have an aver=~a
~ cost of $4.06 per title. 25X1
25X1

b. The Consultants, in their report, quoted the [:::::::]estimates in some
detail. They did not document any experience factors of cataloging costs
in other libraries which they may have used in arriving by comparison at
the conclusion that "Cataloging costs (in the CIA) are abnormally high",
nor that "in the®average research library, a fair cost figure for the
cataloging of books is $1.50 per title". The Task Force, has, therefore,
no means of comparison. Independent comparisons do not bear out the
conclusions.

¢c. Search of the trade publications in the library field reveal little data
on cataloging costs. This possibly bears out the Swank contention that
comparative costs are misleading and worthless anyway. Two citations were
25X1 found that shed some light on cataloging costs:

(1)

"preliminary data collected from eleven members of the
Association of Research Libraries indicate that the
average cost of cataloging amounts to about $3.75

per title and $2.50 per volume. Costs in individual
libraries run as high as $5.90 per title and $u4.74

per volume."

S=E~C-R-E-T
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(2)

(3)

s

S-FuC-R.E. T
TTR/9-16

aras Yas irn 19?0_;1. Certainly costs have increased rapidly
id steadily since that date. If we may trust

1951 study, our 1957 cost of $4.06, or even $4.42, are not
abnormally high." 25X1

The trade journal, "Library Trends," for October 1953, con-
talgs an article, "Costs of Cataloging," by Felix Reiclmann,
ASSLSEant Dixector, Cornell University Library, which states
in part (p. 301) '

"The large research libraries, however, continue
to be precccupied by rising costs of cataloging.
Columbia University Library calculated for 1950-51
an expense of $3.66 per title and the University
of California Library for 1949 one of $3.34 per
volume,"

To conclude this Part on comparative costs of cataloging, it is
rertinent to quote again the Swank paper:

"The studies in general, then, offer little help
in the evaluation of cataloging costs. Most of
them are incapable of interpretation, in that
variations in cost cannot be related to variations
in the basic factors which determine costs and
which, if related to library objectives, might
fcrm some basis for judgment. None of the
studies, morecover, treats of cataloging as part
of the broader bibliographical complex, a know-
ledge of the fotal cost and function of which
would be important to the evaluation of
cataloging.” (loc. cit., p. 63)
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Part I.

D. Workload is Iow. ' ?

NOTE: The Task Force assumes that this subject should read "production"
rather than "workload".

1. This question, like that on costs of cataloging, is treated by the

Consultants on the basis of comparison. We hold that, like costs, avail-
able production data are inadequate to permit evaluation in this manner.

2. The.Task Eorce believes that production of the catalogers was low in titles
of intelligence interest because their efforts were expended on the

cataloging of books which should never have been sent to the Section for
cataloging.

3. The Spring 1957 issue of the American Iibrary Association publication i
"Library Resources and Technical Services" contains an article on cataloging ?
statistics -~ "Report on an Experiment” -~ wvitten as a term paper by two b
candidates for MS degrees in Library Science. In this article are tabu-
lations of the refturns to questionnaires sent to University, City and
Specialized Libraries. A study of the titles cataloged versus professional
and/or total employees used in cataloging reveals a wide range of pro=-

. ductivity. CIA productivity figures show up satisfactorily by compariso
Eﬂ’.@h‘\ However, the comparison is actually worthless because (a) all use from
10-50% IC cards for their accessions, (b) none uses the ISC system, and
(c) none are comparable in mission and physical structure. This com-
prehensive tabulation contains no production figures to substantiate the
statement of the Consultants that 30 minutes per title should be a
standard for catalogers.

L, The Consultants cited the production of Yale and the Department of State
and said that State was comparable to the CIA by character. In the tabu-
lation cited above, Yale had the lowest rate of production per professional
employee of any of the 29 academic libraries listed - a rate approximately
50% of the CIA rate. Production at the Dept. of State library is also lower
than that at the CIA. Comparable statistics follow:

Hourly
New Added Total Hourly Cat.
Titles Copies Prod. Cat. Rate
New per per per Rate (Unite
Prof. Titles Added Prof. Prof. Prof. New per

Staff Processed  Copies per Yr. prer ¥r. per Yr. Titles ;/ Hour
(FY 56)  (FY 56)

Yale 38 25,569 59,479 673 1,565 2,238 27 1l.24 ‘
1 12,9712 15,660 1,079 1Mk 2,621 .65 1.6 Wb

CIA
wf) State 12 14,103 8,661 1,175 722 1,87 .65 1.05

i/ Work hours per year calculated as follcows: 225 days or 1800 hours,

S-E~(=R-E-T
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« In t i ni .
5 he opinion oFf the Task Force the Consultants erred in their state-=

ments and in - -
nd in the factors used, or quoted, in their discussions.

6v Our 'l
remaﬁﬁ:ly31§ of the CIA cataloging Operation, sparked by the Consultants
> points up the need for a better balancing of the professional

¥§r223 non-professional personnel in staffing the Cataloging Section.
+o0o lowéppgars that our proportion of non-professional staff has been
and has thus thrown a considerable clerical-type load on the

professional catalogers, and this, in turn, has increased our per title

dollar costs and reflected unfavorably on production figures.

SwE~C-R-E-T
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Part I. |

E. _The Cataloging Staff Should be Reduced by Half. '

If the i "
CIA Library cataloging continues under the ISC system, this conclusion \

perationa]__ly unsound for reasons discussed in the pre- :
e cataloging system shifts from the ISC to the IC system, ;

3

is unrealistic ang o}
ceding Parts. If th

Egsegzlxl‘lbexi‘foihgrofess:.onal.catalogers can be reduced 33 1/3% or from 9 to 6.

catalos ;rs i top;oper.rat%o of non-professionals » typists and clericals to

17 2o en * De maintained, the total staff can be reduced only from
see Part III, D on workload). If brovision is made to recatalog

some ISC material into tue new IC
e system, the t
until the recataloging is completedzr ’  OTRL SEALE can not be reduced

= )
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ompay b Pos
Lomparison of Possible Catalog Systems for CIA Library
Teem Library of Congress -
System Present ISC System Hevised ISC System °
1. Pwpose of Syate -
‘ P yatem Pl;ilzal'ilj ‘for books - adopted by |Designed for indexing of documents | ISC revision is concerned solely
most major American Libraries. - uscd only by the CIA for books. |with document indexing.
2. Abili s
Suhjez};sw Record all Can record all subjects. Speclal |Designed specifically for intelli- | Same as for present ISC systenm.
D interest subjects can be expanded | gence subjects - can be adapted
ag required. for other subjects and books only
with difficulty.
3. in:igntynf:ggizi to all Complete subject accessibility. Universal coverage in theory; in Same as for present ISC system.
* practice, has not been tested to
include all documents, FBIS re—
ports, cables, periodicals, etc.,
nor all books.
L. Compatibility with Outside Is fully compatible with the Incompatible with all other Same as for present ISC system.
Cataloging Systems systems in effect in most open open literature indexes.
sources of research material -
since all major libraries use
the LC system.
S. Orientation of Customers Order of the alphabet is common Customer must convert words into Same as for present ISC systeme
knowledge and i constantly used | numbers to search subject catalog,
in other sitiations. Customer and jeographic names into area
has learned and used vword and symbols to secarch the area
phrase dicticnary catalogs catalog.
during his academic career.
6. Permanonce Minor modifications, improve- Changes in subject interest or As a new system, there will
- " ments and adaptations are easily | specificaticn have altered the almest certainly occur many
nm - made within the system - per- basic structure of the system changes in subject interest or
~ - manent in that the basic system and required extensive receta- specification under the revised
has never changed. loging. ISC which «will alter the basic
structure and r equire subsequent
large scale recataloging.
7. Simplicity of Cataloging It is easier and less time con- Designed primarily to index frag- Might be adaptedto bring broad
Procedures suming to classify a book under mentary information found in gcope subject treatments to-
the LC system. It considers documents, not broad scope treat- | getner.
first the subject as a whole- ments found in books.
then gecondly identifies the
parts of the subject.
AY4te ? C Card Inherent. None - precluded by IBM appli- If machine processing were dis-
8. Aility to ccept LC Cards cation. carded, 3 x 5 cards may be used.
. Mo q Cataloging Section te maintain Although IBM subject and area Manual maintenance of catalogs
9. Carc Filing Hethods all catalogss manually. Standard | cards are still punched for recommended.
3 x 5 cards to be used. Cards machine control purposes all
to be locally reproduced Ly filing of cards is now manuale
mimeo process.
cutalogs maintained would be: Author-Title Author-Title
10. Catalogs to be Maintained The A:LhoriTitla Subject Subject
Subject Area Area
Area Index Index
Shelf List Shelf List Shelf List
The first three may be maintained
as one catalog or as three cata=
logs - three independent catalogs
are recommended.
Continued on next page.
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: \g@*\mj Present ISC System Revised ISC System

11. New Equipment Requirements Conversio
n to 3 x 5 locally re- None. 7 -
Produced cards would requdiel Louing souipaent weuld e ror

new catetoy Soo :'I{zﬁggx equipment would be re~
card printing equipment new card files
photo card reproduction card reproduction equip-
equipment. ment
Continuation of the present IBM photo card reproduction
card system is not possible under equipment.
the IC systen, If IBM cards retained, no new
equipment is required.

12, Staff Requirements Activities under the 1C system See other columns, Conversion to the revised ISC

would differ from the present might well include a rebal-

system and require a rebalancing ancing of the clerical and pro-

of the staff, Activities would fessional peraonnel assign-

bes ments in the Cealog Saction,

Catalog & Review/Revision - Prof. The savings to be realized

Search of LC Catalogs - Non-Prof. would appear to be =mall,

Added Copy Processing - Non-Prof. Staffing to produce 3 x 5 cards

Catalog Maintenance - Non-Prof. would also zppear advisable.

Stencil & Card Typing - Typist

Book Labeling and
Distribution - Clerical

Production of Cards - Clerical

13. Recruitment of Catalogers Experienced or knowledgeable Professional catalogers are re- Same as for present ISC system.
catalogers should be more quired but must be trained in
readily available, since the the unique ISC.

main features of this system are
common knowledge.

1h. Impact of Conversion on a. During the conversion period | None. Same as for LC system.
Other Library Components there will be two book col- =
lections and two circulation

procedures,
ﬂ) b. New space for the old col-
m C lection must be found, prox-
imity important,
c. Library staff and customers
must be reoriented.
d. For benefits see other
entries this column,

A
15. Speed of Processing Adoption of this system will Same, About as fast as under present
aspeed up the overall cataloging system because catalogers must
procesa because: continue to make most of
a. The system is easier to apply basic decisions,

to beoks.
b. Book cards will sppear sooner
in the catalogs.
- c. All machine processing and
reproduction is
eliminated by the 3 x 5 card
systems

16. Cost (see Part III, F)
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POLICIES AND CATALOGING SYSTEM FOR CIA LIBRARY.

Recommended Policies.

?here.appears to be no clearly enunciated statement from higher authority to
identify the Scope and coverage of the

book collections in the IAC community;
nor the ?elative intensity of their coverage by either subject or area. CIA
ha§ no similar policy directive. There is no comprehensive OCR directive to
guld? the acquisition operations, either short or long range; and no corres-
pond%ng policy guidance for the selection of books to f£ill the collection.
ILacking such policy direction, in its logical sequence and fully correlated,
neither the Cataloging Section nor related Library activities have been in a
position to operate effectively and efficiently.

This Task Force,
in the Problem, believes that no cataloging system can be made to operate

properly in the absence of such policy guidance. Therefore, the Task Force pro-

poses the following:

1. DPolicy on Coordination of the Collection of Open Iiterature by the IAC

Cmmnunitz (similar to the Farmington Plan for the collection of foreign
literature by American Universities).

a. The limitations of money and space in each IAC Agency precludes each
from having a worthwhile collection adequately covering all subjects
and areas of knowledge. Furthermore, present practices are costly
from a dollars and cents standpoint and result in collections of
unknown value.

b. The most efficient system among the IAC agencies would appear to be
one which would recognize a primary subject field or fields as the
specific responsibility of each associated agency, with secondary
fields assigned as appropriate to each agency. This would permit
each to concentrate its full resources on a specific subject, to the
end that the Community as a whole would have an excellent collection
in all subjects rather than a number of uncoordinated general collec-
tions. Each participating agency could then collect to a lesser

extent to meet its own reference and Ad Hoc subject requirements, with
the full assurance that any seeker for specialized knowledge could find

it in a specialized collection in the community.

c. With such a distribution of primary responsibility, the acquisition,
selection, cataloging and other library activities in each agency
could be efficiently and intelligently planned and performed. Re-
searchers would, by publication of this collection policy, be in-
formed of the location of the specialized sources for each subject.
This proposed system could be expanded eventually to (a) provide a
union catalog of selected holdings of the associated libraries and
(b) utilize any prior cataloging performed by other agencies.

SeEwC-ReE~T
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Thls.Task Force suggests that AD/CR request the IAC Ad Hoc Sub-
comnltfee on Information Processing (AHIP) to undertake a project
to assign primary subject and area fields of responsibility to each
member library and to determine and evaluate their individual
capabilities and resources for fulfilling such assignment.

2. Delingation of the Scope and Coverage of the CIA Intelligence Collection.

8. It is imperative that OCR have a clearly understandable policy state-
nent on this subject - whether it stems from a logical svpread of
subject responsibility among the IAC agencies, as Qropbdc¢ Ln par. L
above, or, lacking such guidance, is developed by AD/CR. This basic
authorizing document is essential as a foundation for subseguent policy
statements and any effective planning concerning acquisitions, budgets,
selection, cataloging and the staffing and operation of all Library com-
ponents. The policy statement should be directive in nature and be
explicit as fic the subject and area fields of primary and secondary
interest to CIA with indicators showing the procurement intensity for
each.

b. A publication of the Armed Forces Medical Library (now the National
Library of Medicine) dated 27 December 1955, subject "Resume” of Scope

and Coverage of the Collection", might well be adopted as a model for a
CIA policy statement provided the introductory paragraph(s) are written
in a more directive tone. The format, the use of the commonly under-

Eﬁﬂ" 2\ stood Library of Congress classification structure and the simple
- numerical ratings of the desired depth or intensity of coverage, are
easily understood and permit later change of emphasis when necessary
without complete revisiorn of the entire document. (See Exhibit next page

c. This Task Force recommends the early publication of a directive policy
statement on this subject for the reasons, and along the lines, dis-
cussed abcve. ,

3. OCR Policy for the Control of Acquisitions for the CIA Intelligence Collec-
tion.

a. For like reasoné, there must be a clear and authoritative statement of
policy governing acquisitions if cataloging is to be conducted as an
economical and efficient library operation.

b. The Armed Forces Medical Library publication referred to above, could
be adopted as an excellent format for this policy statement if expanded
to include budgetary limitations for subjects and areas and with clauses
to: provide for and/or limit purchase by overseas Publications Procure-

ment Officers.

c. This policy document, with subseQuent revisions, would serve to keep
all responsible officers infermed and would provide a time basis for
operational planning in all associated activities.

SwE~C-R-E~T
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IM (B-5a})
27 December 1955

ARMED FORCES MEDICAL LIBRARY
Washington 25, D. C.

27 December 1955

LIBRARY MANUAL: B-5a

SUBJECT: Resume of Scope and Coverage of the Collection .

The numerical rating shown opposite each of the following subjects
(selected from the Library of Congress classification schedules) indicates the
depth to which the Library will collect publications in a given subsject. The
meaning of the rating numbers is as follows (cf. ILibrary Manual B-5, subject,
Scope and coverage of the Collection):

1 ~ skeletal collection
2 - reference collection
3 ~ research collection
I ~ exhaustive collection
AS Academies and learned societies
(1) 1 Periodicals devoted to general interests of societies
(3) 2 Yearbooks, etc.
(2) 5-911 Publications of general societies, by country, etc.
AY Yearbooks, almanacs, directories (general)
(3) 40-59 By country, date, etc. v
(&) 81.M: By subject (popular only): M4+ medical
AZ, History cf the sciences in general. Scholarship and learning

(2) 101-106 Philosophy, theory, etc.
(2) 200-908 History :

(2) 999 Popular errors, superstitions, delusions
B Philosophy

(1) 41-48 Dictionaries

(1) Lo General works

(1) 50 Special, by subject, A-Z

(1) 51 Encyclopedic works

(1) 67 Relation to science

(1) 69-491 Comprehensive works. Compends. Manuals
BC logic

(1) 9 Dictionaries

(l) 11 Comprehensive works, Barly o

(1) 50-57 Theory, nature, scope, relations, etce.
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fﬁls ?aik_Force is particularly interested in acquisitions because
'-e_sﬂamflng and cperation of an efficient cataloging unit must be
acgura?@1Y'balanced tc the rate and volume of procurement (and
selection). For this reagta, it is believed that this policy state-

@ent must be comprebansive and must resolve cerftain problems inherent
in the present librexy operation:

(l). The problems in recruitment and training of cataloging personnel
prreclude any rapid changes in the size of the staff to adjust to
variations in acquisitions input. The rate of cataloging pro-
duction is also relatively inflexible. It is important, there-
fore, that long range planning for this operation be based on firm
acquisitions {and selection) policy.

(2) Since cataloging is a*t best an expensive activity, it is highly
important that thiz achivity be restricted to its proper use.
The cataloging of hooks as an instrument for administrative con-
trol in OCR or elsewhere in the Agency is not a proper function of
a library catalog snd dissipates the limited resources which should
be reserved for the cataloging of those books which are properly a
part of and under the control of the CIA Library. Any number of
adequate and simple systems can be devised for the control of
specialized expendible collections of text books, desk reference i
books of all types, legal and medical books for the continuous use "
of specialis*s and similar "tools of the trade". ;

(3) The question of accountability versus non~accountability, in the
fiscal sense, as applied to books can be argued from several
standpoints. However, from a cost and efficiency standpoint this
guestion must be decided by OCR and a clear policy must be stated.
Whather or not it is decided to continue the purchase of books
for the Intelligence Collection as accountable items is not
important 5 this Task Force.problem. It is basically important,
however , that all other hooks be purchased as expendable items and
be distributed accordingly - o be controlled administratively by
the vsing component. The simple fiscal records maintained in
Acquisitions Branch will provide a means of identifying and, if
ever necessary, recovering this material for the permanent
ccllection.

(4) The questinon of how many copies of each selected title will be in- i
corporated inte a properly balanced CIA Library collection has
apparently never been resolved. In 1957 this failure led to the
unnecessary cataloging of approximately 10,000 added copies. It
is imperative that a policy statement resolve this problem.

Uncorrrelated library procedures in the selection, screening,
searching and acquisitions aztivities have transferred the cost of
jdantification of many added copies and added volumes o the cat-
aloging staff. Propsrly correlated functions and procedures
throughout the Iibrary structure could avoid this duplication of
effort and thus increass2 the produchivity of the Catalog Section.
While this is nch strictly a policy matter, it should be corrected g
simulianscusly with other problems discusséd herein.
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This Task Force recommends the early sw.' ;. .iion of a directive policy

statement on this subject which will re:nlve “he problems cited above.

L. OCR Pblicy Governin

g_the Selection of Funke for the CIA Intelligen
Collection. : ik intelligence

a. This Task Force is concerned witlh wiis subject because of lts impact

on the.cataloging operation - which is extensive, as indicated else-
vhere in this Part and further amplified below.

b. Adequate policy guidance as to the (a) CIA fields of primary interest
in the IAC Community, (b) “he scope and coverage of the CIA Intelligence
Collection, (c¢) the CIA acquisitions program and (d) a clear and firm
decision as to what will and will not be in the CIA Intelligence
Collection, will ipso facto, determine and restrict the "Selection"
policy. However, there are additional factors which this Task Force
believed should be considered.

(1) It is necessary, from a service standpoint, that channels be
developed and announced through which OCR can be informed of new
and forthcoming intelligence projects. Appropriate Library
officials could then evaluate the research requirements of the
projects, the on~hand resources to support later demands and act
to obtain additional material.

(2) Policy, functional or procedural devices should be developed and
enforced to guarantee constant appraisal of the use of existing
book stocks in the CIA collection and the failure of the collection
to supply demands made upon it. Such constant evaluation is the
only sound basis for necessary revisions to scope and ccverage,
acquisitions/selection policy, intensi*y of procurement, and other
governing directives. !

(3) Foreign language selection requires the use of staff having
superior linguistic qualifications; otherwise the cataloging staff
may find itself processing foreign language materials which fall
outside established selection policy.

¢. This Task Force recommends that the foregoing be considered during the
development of a Selection Policy.

5. OCR Policy Governing the Elimination of Titles from the CIA Collection.

a. There will be a limit on the size of the CIA Collection by virtue of
space restriction and for other reasons, for example, continuing
obsolescence within the collection because of shifting emphasis as to
subjects and areas, the general preoccupation with current problems,
ete. The availability of vast and permanent research collections in
the Washinghon area eliminates justification, in our opinion, for the
retention in our collecticn of older and infrequently used books. The
proposed shift to the Library of Congress System will present a need
for secreening of the present ISC collection to determine which titles
are worthy of retention. Iacking policy guidance, the screening and

\
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weeding process could be a chaotic affair regulting in unmanageable
workloads for the Catalog Section since it must process every book
removed from the collection. Input and cutge mus® be equal when
the co}lection hes reached its maximum size -- either as determined
by policy or dictated by space limitations -- hence there is need
for a firm policy directive to govern this activity. :

b. A weeding policy shouvld provide for identification of:
(1) Books and classes of books that are seldom used.

(2) Books and clas:es of books made obsolete by revisions to the
policies governing scope and coverage of the collection and by
revisions to acquisition./selection policies.

(3) Books superceded by later, more comprehensive oy more gophisti-
cated coverage.

(4) Books that must be disposed of because of higher priority demands
requiring the space or funds or processing capacities.

c. This policy is needed upon adoption of the IC system because it must
govern the disposition of the present ISC Collection. We recommend
that the ISC Collection be relocated, operated and disposed of
according tc the foregoing policy and in this sequence:

% j (1) Recatalog the present Reference Collection during the first
two (2) years - as provided for in the staffing of the proposed
new Cataloging Section.

(2) Immediately isolate the balance of the ISC Collection and collect
use records over the first two (2) years. Based on these records M
and the appropriate selection policles, identify elements of the
Collection Lo be recataloged to the unew IC Collection.

(3) Retain the remainder of the ISC Collection for further measurement
of use or dispose of it to the Library of Congress immediately
as may seem appropriate at that time.

6. Policy Governing the Furnishing of Library Card Catalogs and Card Service.

The proposéd for an expendability policy discussed elsewhere in this
Part should eliminate some of the expensive demands on the Cataloging
Section to provide catalogs or card service to dispersed ILibrary
Branches, unrelated Agency components and to individuvals. In the new
building there should he less reason for legitimate Library Branches.
Regardless of past practices, in planning the new cataloging
operations prepared in this report we telieve that it is essential

to limit the number and extent of these services. Branch Libraries,
regardless of mumber or location, should be provided only Author/Title
catalog service. This Task Force believes, as expressed elsewhere in
this Report, that *the colleectinns now held by other Agency components
are of a nature owtside the scope and coverage to be expected of the
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: CIA cflleCtiOn;and should be considered as expendable "tools of the
traqe., and be controlled by the owning component under some simple
administrative procedure. In the matter of card service to mis-
cellaneous individuals, we recommend that the service be discontinued
in toto. If the need for an Accessions List for books can be proved,
such a list could be created as a by=-product of the 3 x 5 catalog card
operation. It could be issued separately or as a part of the IPI.

§ cgr@ production service should not be used to provide such expensive
individual service.

b. The reasoning above is based on the following functions of the card
catalog. The card catalog must be able to answer two types of questions:

(1) Does the Library have this specific book, e.g., Dean Acheson,
"A Democrat Looks at His Party"?

(a) This question requires an Author/Title catalog and we
believe that Branch Libraries should be equipped to answer
ito

(2) What material, if any, is there on this subject, e.g., the
intelligence apparatus in Bast Germany?

(a) This type question requires a Subject/Area catalog and
reference to all other resources available. Adequate answer
EE." T) could not and should not be sought in the Branches, in
private collections, nor from individuals holding a limited
category of cards. The Library Reference Branch is designed
to be the central point for searches for all pertinent matter
on a given subject.

) c. This Task Force recommends that the policy on this subJject: X ﬁ

(1) Prohibit the cataloging of books for collections other than the
CIA Intelligence Collection, e.g., QMHat - SOVRIX -
Medical ~ Legal - etc.

25X1
(2) Prohibit the distribution of selected cards to individuals

(3) Establish the CIA Library Card Catalog system as:

Reference Branch
1 Author/Title Catalog
1 Subject Catalog
1 Area Catalog

Cataloging Section
1 Author/Title Catalog
1 Shelf List

W @ K Buildin
1 Author/Title Catalog

S-E~C~R-E-T
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‘ Barton Hall ' le
< 1 Author/Title Catalog
| | 25X1 |
1 Author/Title Catalog g
HIC Collection '
1 Author/Title Catalog ‘.;
(HIC books only) - Lh
OTR
1 Author/Title Catalog
:
S-E-C-R~E-T
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ORCANIZED UNDER PROPOSED

CIA COLLECTION

LIRRARY OF CONGRESS CLASSIFICATION SYSTEM

OLD ISC COLLECTION

NEW L.C. COLLECTION

Immediate
Discard < \l/ Book Collection
\l shelved
Retain | . To lLibrary —————> | according to
Temporarily N of Congress Library of
—————— ! Congress System
Recatalog <-
Fo Intoj the
Recataloging Colleption
; INFLOW 6f new CATALOGING SECTION
pi- 8 1 Books for the “:
-~ Collection - N |
KS
under policy Boo
control
CARDS
\L Catalogs Maintained \L

Catalog Section

|
1
|
Reference Branch |
[
|
|

Author Author
Title Title
1
Cax}ds
Sub ject furnijshed Shelf
wod far List
information
on
Area '
|
!
]
_____ e e e e+ ——— — ————
ot P i i i
; V4 \% Vv \% A\
| K Bldg Bartoen HIC OTR
Author Author Author Author
Au’%‘::xl‘e Title Title Title Title
(HIC books only)
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Operation
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‘*éj Part ITI.

Cataloging Workloads, Standards and Staffing.

1. All ecaleulations in this Part are predicated on the following assumptions:

- hat e y A s - s .t s .
a Tna~“the recommendas basic policies on scope, acquisitions, selection,
N ) ; ; : :
weeding and cataloging will be formulated approximately as proposed.

at abou® the present level for the next #wo years. At that time the
actial impact of policies, budgets, ete., on input will have been
experienced, and the major recataloging of the IST Collection can be
planned,

2. Cataloging Workload:

a. Workload has been calculated in +wo phases to allow for determination
of experience factors including the following:

(1) Impact of policy guidance.
(2) Changes in wudget for the bock collecthion.

i2) Expsrience with the Library of Corngress system during a shake-
down perind.

(4) Dispozition >f the prasent ISC Collection during and after a
screening/weeding process.

t. The workload during the first phase - two years cf operation from date
af convarsisn fo the IL systsm - 1g calculated Lo conftinue abt the pre-
sent rate ~ akoul 12,000 n=w titles per year. There is no basis for
any other calculation. Our estimate for added copiss/added volumes is

3.000 per year - a 0% reduction based on the proposed new accountabilit

policy. Thus 20,000 volumss will be put into the collection per year.
Tn addition, we have plannad during this phass fur certain essential
recataloging from the old ISC ccllection.

¢. Befrre the end of the first phase it should be possible to calculate
+he new average rate of input to the collection and the amount and
pricrity of ary further racataloging from the old ISC collection.
The Cataloging Section T/O zan then be adjusted accordingly. It is
possible that the workload may also be affscted by experiments planned

+o determine the amount and kind of help to be obtained from utilization

of T processing for its Monthly Index to Russian Accessions and the
Fas® European Accessions Index.

3. Standards - new mat=rial

a. Professional per_hour
cataloging - to include original descriphtive 1.2 titles

and subimct cataloging and classification

cataloging reviev ~ Lo establish uniformity Te2
and consistency 1in criginal. rataloging
e . { .~ VT.. :. ~ - B ] N
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\) b.  Non-prof per_hour "
o Noneprofessional : 1
. per hour i

search and idev*ify +i+tles ' 15 titles

catalag with I cards » 6 titles

cataloging of added copies and added volumes 20 volumes

catalog card £iling and catalog maintenance 100 éards ~
c. Clerical {including typing) per_hour

{1) Typing

typing stencils for cataloz cards 30 mats
completing ca*slog cards - e.g. byping 42 cards

subject haadings
card sorting and preliminary alphaketizing 200 cards
{(2) Card production

card production from stencils {average 15 stencils
of 21 cards psr stencil)

W' .D card szt 900 cards

£3) Book handling

receive, sort and distribute volumes L5 vclumes
lakel « wyrite call number on label and 30 wolumes

paste on srine

Lk, Standards .- recatalagicg per hour
a., Professicral . no recataloging duties assigned o ko
b. Non-profzssicnal
search titles for L1 cand order numbers, 2.6 titles
verify IC subjsct bheadings and classification

or adapt to CIA praztice, verify Cutier numbex,
order LG cards

A11 other poreprofsssicnal and clerical operations performed at
rates specilied par. 3, b and ¢ above.

!
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\) Se Staffing estimates i
an

Jf:‘gi.’léf.;g: :b"amwl for 10% or 1,200 titles per year. The balance,
200 titlas per year, are assumed 4o require originsl ca. i
by the CIA Catslog Stas+, 4 & taloging

a. Assumpticns i
3|

(1) Workioad .. homks :

YOl dasons discussed in par. ; Z ; g i

of 12,000 new t1tles s 1 p 2 ab?ve?J an anmual rate of receipt a

et v titles and 8,000 additional copies or wvclumes is

assumed. Of the 12,000 ney titles, it is estimated that IC cards H

i

{2) Workload - cayd produchion
5

A requiremevt ©f 21 cards per new title is assumed in the cale
culation of zvalf requiremsrts for card production.

7 - + » .

{R) Basis for caloulation of ret available mar hours -
8ross hours par year per employees
less 8 holidays
less estimated annual leave @7 day: pey year

less estimated vizk lsave @LC days per year - 80

lesg losses of productive time due +o security
checks . coffies breaks, make ready etbc. =225

<%

lezs training - 75
Totel - net manhours available per year 150&)

., Calculation - prafessginmnal ztafi requirements

Egtimated
Work Standaxd Workload Staffing

Function . ber Hour per Ysar Regquirement

Original catalogirg 1.2 tinles 10,800 volumes 6 bodies
Review 7.2 tikles 10,800 titles 1 body

)
i g SR GeReFmT

ml Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5



- - - - -
o au "y - - - - <« -

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

|
|
! S-FwCrReBE-T
|
| TTR/9-325
| J§ 2« Calculation - non-professional staff requirements
| .
i Estinmated
o Work Standard Workload Staffing
Zunchion per Hour per Year Reguirement
Search 15 titles 12,000 800 hours
Cataloging with
IC Cards 6 titles 1,200 200 hours
Cataloging
added copies and
added volumes 20 volumes 8,000 400 hours
Catzlog rard
filing and catalog
maintenance 100 cards 132,000 1,320 hours
Total Hours 2,720 hours
Staff 2 bodies
d. Calculation ~ clerical siaff requirements
Typing 30 stencils 10,800 titles 360 hours
_ Completing catalog
m J\ cards L2 cards 96,000 cards 2,285 hours
Card sorting 200 cards 132,000 cards 660 hours
Card production 3G stencils 10,800 stencils 360 hours
Card sorting 900 cards 226,800 cards 252 hours
Receive and dis-
tribute books 45 volumes 20,000 volumes Lhl hours
Iabel volumes 30 volumes 20,000 volumes 666 hours
Total Hours 5,027 aours
Staff 4 bodies 1/

l/ The exact calcula*tion is 3.3 bodies - the halance will be applied
- over the first two years in support of recataloging.

e. Recapitulation

Professional Staff _119
Chief of Section 1
Professional Catalogers 6 ﬂ
Reviser 1 .
Sub-Total -~ Professiorval Shaff -8
‘ Non-Professional Staff 2
(»‘) Typists g .
w Clerical Total T/O 7
T/0 requirement for selected recataloging (see par. 6 below) 3
2 non-prcfessinnal, 1 clerical Grand Total
~ N . N

)
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m‘\;} 6. S‘E'.affing estimates for recatalo
3 tion. Notwithstanding r ‘
moratorium on recatalogi

-5 ¢) it is recognized

glng selected portions of the ISC Collec~
ecommendations of this Task Force for a 2 year
?ﬁaif th; general ISC book collection (cf Part IIT
- - : hat much, if not all, of the present reference
igii:i;i:iy ezz;maFed at 14,000 titles - must be recataloged starting
titles pér‘énav umlng fhat recataloging can proceed at a rate of 4 ;000
Proposs tha+wt£y Peg caualoggr, or twice the rate for new cataloging, we
fessioﬁals (t' ere be establlsheq an additional staff of two non-pro-
8 OOO e ofo régatalog 8,000 titles per year) and one clerical to type
ré 7, SRS OL cards per year. Any additional immediate recataloging will
quire additional staff over and above that calculated herein.

S EmC~ReE~T

AR . . . . . R . - NP

|
| .
|
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\;) Part TIT.

E. Purniture,

i hare S 4 e
Fixtures, Equipment and Space Requirements.

'l. There will he s
Here will he requivansnts for certai [+ ) ,
space tn augment and/or ‘!“;p;';]ze qgétalntf?rnliure, fixtures, equipment and
e Com T repilace present facilities wh ibrar X

Congress System is adophed. : en the Library of

2. Requirsmeprts for ~e s
agqt_,)‘ﬁ:l“ VS SoT --:?l‘.‘-a.l.og.'.«.ablneﬁs are contingent on AD/CR policy decisions
25X1 rr*cvﬁatmmm yIth such subsidiery collections as SOVRIX, QMiat,
LR A . . -
? VME F.' “©e3 00 policy as to Branch Libraries; and on policy

decisions + ik
ions as to the future conbrol of text books, special reference books

for dajﬂy desk uge b "
=~ f£ ufe by all parts of Agency technicians, et +he ndat
versus collection value hook) . ’ * ete. (fhe expendable

3. Assuming that the poli-tzg an
basic requiremenis
necessary:

4 limitations recommended by this Task Force as
are adopred and enforced, the following equipment will be

11 Catalog Cabine“s {for 3 x 5 cards)
Gaylord Model 3560-M cr equal
L72.000 caxds ir 6C *trays)

1 Mimeograph Ma<hine for catalog cards - Model 416
A. B. Dick Co. Model

1 Library of Congress Classification Schedule (for Cataloging Section)
1 Library o Congress Subject Heading ILish { for Cataloging Section)
h. Supplies that must %e on hand at the initia%ion of the IC system are:

1 Seb Catalog Cards (frr Suhject Catalong)
Gaylord No. 305

1 Set Library of Congress Catalog Guide Headirvgs {for Subject Catalog)
Gaylord No. L25.A

9 Sets Catalog Guide Cards (for all Author/Title Catalogs)
Gaylord No. 350 - cut fifths

100,000 3 x 5 Llank catalog cards - punched - medium weight -
off whits -~ firsh quality

2,000 Special A. B. Dick Mimeograph Stencils - perforated . for
3 x5 card - b cards per stencil

Plue +ha uvsual ink, pads. trays, etc. for mimeo operation.

o gl S (wReE-T
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. \ = PIIYIVON B .
- ) 2o The spuse S1TuAtion 15 9e follews:
8. Book storage 8pace 13 exhansted.

b. The Consultants ve-
nsultants recommended against extensive weeding of the collec

tion at this fim
- v VIS Tlme.  We agree because there are no Tirm poli ie
’ = & because there e :
EOVern such action. o i policies to

Cc. The collection is cor timain ‘
- ctic S eontimiing to grow at the annual rate of approxi-
nately 7,000 to 10 4000 velumes at the very minimum. P

do 2 -'L- 3 X shio i
';Itf‘l;le.yganalc?ging S° tion is now crowded in its M Building location
po;1: po:.n; gf irefficiency and in addition under present pre-
fals, must have a minimum of 150 £
L5y -nimuw o 150 square feet of space for car -
duction purposes, e @ repro

€ Agceptance of the majcr recommendations of this Task Force will re-~
quire the sstablishmen* of a separate IC collsotion.

a. Excharge spacs now oceupied by Cataloging Secticn and ﬁeading Roan.

k. Mo‘ve.ISC (excluding Refarenze collection) 4o the closest usable space,
(estimated at 3,400 square feet including space for attendants).
%" D c. Start IC cellection in present ISC stack space.

S Fen (e R=ET

; ’ . - \
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Estimated Cost Comparisons
Versus IC System (FY 1959)

\d - . r " Y. -
I

TTR/9-329

ISC System (Est. FY 1957 Costs) IC System (Est. FY 1959 Costs)
i Expense Items Cost Expense Items Cost
i Salories (Catelog Section) salaries (Catalog Section)
! Professional (10) 56,455 1. Original Cataloging
Non-professional (6) 23,95 | &o,k05 Professional (8) 48,865
Non-professional (6) 25,535 7h, 400
2. Recataloging from ISC
Non-professional (3) 12,720
(2-7's & 1-5)
Supplies (Catalog Section) Supplies (Catalog Section)
Stencils (Multilith) 15,500 350 Stencils (Mimeograph) 317
Misc. Supplies 350 700 140 Quire (96 per Q)
Ink and Machine Supplies 300
Card Stock - 3 x5 1,470
235,000 @6.25
LC Card nurchases
1. Original Cataloging
E’v- 3 L,20u Litles x 2L caurds 916
R 2. Recateloging Items
8,000 Titles X 21 cards _6,080 9,083
Machine Division Costs None
Equipment Rental (pro-rata) 1,758
IBM cards (730,000 ¢L.05) 766
Lavor 2,225 b, 749
| | 25X1
Card production 3 0%0 3 050 None
15,500 stencils &.52 , 00 S
22 Total Cost $93,91k Total Cost $96,203
25X1
ﬂ §-E-C-R-E-T

,r

| ) Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

\




Sanitized Copy Approved for Release 200

Rl
¢ .

8=E-C-R-E-T

9/11/23 : CIA-RDP82T

»

0027

" -

R000100120005-5

. TTR/9-L0
—-.j’\’art LII-F, (cont'd) "
Production
an,
Unit Tost
Computations
Library of Congress Library of Congress Library of Congresa Library of Congress e
Incl. Card Production | Incl. Card Production | Excl. Card Production| Excl, Card Production
L Excl. Recataloging Inel. Recataloging Incl. Recataloging Excl, Recataloging (1957)
DETAI Unit Tnit Tt TRt UATE
Basis Cost Basis Coat Basis Cost Basis Cost Basis Cost
1. Professional T/0 No additional No additional No additional
Versus New Titles 3.88 professional professional professional 5.10
T/0 and Salaries (8)  &u6,600 personnel peraonnel, personnel (10) $55,650
New Titles 12,000 10,912
2. Total T/0 versus
Total Volumes 3.3 2,5h 2,32 3.07 3.15
T/0 and Salaries (1) 868,620 (17) 881,3k0 (15}  $7k,000 (12)  $61,280 (16) $77,670
Total Volumes 20,000 32,000 32,000 20,000 2L,626
3. Total Cost
Versus Total Volumes 3.59 2.83 3.70
Total Cost (1) $71,703 (17) $90,L23 Comparison not Comparison not (16) $91,179
Total Volumes 20,000 32,000 valid valid 2,626
]

N.8.

1. For purposes of comparison all salaries in above computation are adjusted to the entrance salary for each appropriate grade as

shown in 1955 pay schedules.

by approximately 84,600 (base step to 3rd step for 16 people).

2, Production under the ISC system is actual; production listed for the LC operation is based on Task Force estimates.

Normal In-Grade promotions FY 1959 over FY 1957.'will have increased the present ISC T/0 salaries

3. Cost computations for the LC system aremlculated four ways to adjust for the basic variations from the present ISC system:

a. Card production i3 proposed as an inherent part of the cataloging operation under tne IC system - it was borne by

Machine Division, OCR, and Printing and Services Division, OL, under the ISC system.

b Recataloging is a new operation which will be an additional cost under the IC system, until the ISC collection is completely

disposed of.

S-E-C~R-E-T
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\?) Part III,

G. Conversion Scheduls,

TTR/9-41

oy

‘ Sequence of Actions:

ll

2.

3.

8
i
|
I
|

Approval of Litrary oF
recommendations,

Issue dirx

------ Corgress Classification System and Task Force

o .
ectlves and policy statements required.

Arrange for space to rehouse ISC colleztinn.
Accommndatbe o1d ISC shelving U5 new IC systam.
Order necessary equipmsnt:

(1) For Circuls*ise Bravch t2 mainftair and service the old ISC
collection.

Phaia
{3V]
L

For Cataloging Secticn %o install catalogs and perform card
reprodquzaticn - ses Parv III E.

Inng rangs steps:

a.

bﬂ

’ ’
_: ’ Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

Revize Catalog Ssction job descviptions and iniiiahbe recruitment.

Loca®e and cisar a pereir exparienced in the Library of Congress systen
to assizt in the training of calaloging staff - a 6 weeks project full

time.
Bring Litrary of Cengrass Classification Schedules up to date.

Corralate LC Schedulezs with cld ISC ard work out modifications with

i,

the IG Cowsultant to the ISC revision preject.

25X1
Revise Procadure Manual f£or Cataloging Section and train staff.

8et cutwoff for tarmiralion of ISC cataloging and an initiation date
foxr the IC system.

Initiation date For recataloging of Reference collection follows "

above and is contingeut upon the recrultment and training of 2 none
professionals (GS-7) ard 1 +ypist (GS-5) (see Part III D).

Sl R w BT
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+ The Tazk Force helieves that
after the date of appr.

A%}

ISC cataloging may be terminated 4 months
initiated 1 month oL ”ﬂviw*_ 'rhp plarn a.nc;i IC cataloging may be
Mnforescan dé'lé-\,:s m-f p..:;ff.x_dﬁd, a%_l'g.r.:ti‘c’ns are accomplished and no

ot 1 A w0 delays occur, (zive; an icitial decision on 1 April this would
set UgusT ard 1 Seprember 1958 as the effective dates.

S EeCrRe EwT
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20 areh 1955, p. f“f_[{/g_w

P Len

fo deteraine whether subject catalog ing of boolks wight be terminated
by CIA Library.

3 CHETOWAN

One of the wssuuptions on which OCR's Cataloging Task Team based its
report reads as I;'ollows: "...the CIA Loru.r;/ will continue to give ... books
subject cataloging®.

this paper cites discussion among librarians to the effect that the case
Tor subject cataloging is no longer conclusive. 7The question arises whether
CIA practice isc abreast of that of progressive libraries? Secondly, CIA
appears particularly favorably situated in the matter of access to the re-
sources and services of the Library of Congress and other TFederal libraries.
This paper asks whether the CIA cataloging operation can take fuller advantage
of this circuastance. Thirdly, available evidence is limited °nd inconclusive
concerning the needs of intelligence analysts for subject access to books and
concerning their habits of wuse of externally produced subject guldes to books.
If, as proposed here, these matbters were carefully investigated and the need v
for CIA provided subject access vere found to be small, a substantial re-
duetion in CIA cataloging costs could be effected.

The Tasl: Pean on Cataloging assuned in its report that CLA subject
cataloping should continue under 1ts proposed reorganization pending answers
Lo the gquestions raised above, particularly in the matter of analyst require-

aents. In addition, it does not appear possible at this time to evaluate
Ehe effect of thie CIA wove to suburban guarters on analyst and library staf
se of Library of Congress vis & VLS CIA Library subject garu catalogs.
inally, subject cataloging for intelligence purposes could also be classed
wiE o varieby of research insurance thie cost of whnich might well be con-
sidered ainor in relation to intelligence objectives.

5o

Discussion

A The wbility of subgject cataloging.

Telix Reiclusann in an article on Cos ts of Cataloging, pp 290-317,
Library rends, October, 1953, cites an investigation of the use of the
subjecet catulo; ot the University of Callfornia which arrvived at the
following; conc Tnsion:

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5
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) g e e ,‘

b

" T . : :

ek subject catologing were to Le droppel for all i

‘ SRS Sl e sl P o e 0 . - . ;

» {9}}lgn>b0u;u.gnd Tor all ¥nglish books more than twenty é
| 4uuif.old? subject-cataloging load would be reduced i
ywd?uLatoLy by L. lhe efficiency of the subject catalog i

h NER S Te! BN Tmee I ot T o . N - 4

Lhoteras of books circwlated witn its helwp would pro- H

LEC§Slvely decline to a level not lower than JC per cent g

or its present effectiveness.™ p. 312. At

Loplication of Lhie rresanad 4 - . g : i

fpplication of this proposition to CIA Library would involve the 1

followin;::

- (3 YN P et ol e L - o . 3
(1) Deteruination of the proportion of foreign books to the total flow y
o1’ books through Catvaloging Section, CIA Library, in ordexr to '
#

establish the costs involved.

B

(2) lHeazsurcment of the probable elffects of termination of subject
cataloging of English lansuage books.

(3) Acceptability, as one substitute For a subject catalog, of browsing :

auionys boolis on CILA Library shelves arranged according to subject. ' i

i

(L) Erffect on utility of the central bool collection of CIA's book pro- E

P carcment policy which supports the maintenance of local collections B
Eﬂbw T) Tor specialists and which therefore may reduce the use by analysts E
' of o central library subject catalos. ¥

(5) ‘fhe elffectiveness as substitutes foxr CIA subject cataloging of ,é

() national and speciulized bibliographical services regularly

naintoined in CIA Library, and (b) the subject catalogs uaintained
ir. ¢tuer PFederal libraries, in particular, the Library of Congress.
(cf. also, discussion in following paragraph).

Conclusicns on these points wicht well be based on selective experi-
nents in which all of the bools recelved Ircu & pilven national or languere
coren would be stored and retrieved for a test period without provision of
subject catalog.

o

. Use of resources and scervices of other Iederal libraries in licu of
cubjoct cotaloging of bools 1n CIA.

Muel could be done Lo define the role of the ILdbrary ol Congress
ol obthoer covernaental Libraries, present and potential, in support
soprce cospanity research.  Iwo tynes of services are in-
vipr o (1) printed bibliosraphical publications whick. can
1 and caintaived in CLA Lianary, and (2) focilivies in toe

s o which CLA Libwarwyr steff or the researcher can ba

) . ’ . ' )
m Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5
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(1) #uzgnLHL LJ&L CIA Library malntained an auchor/title/added
in i? u%¥9 cataloy; and wrranged books on its shelves according
.? f“e ¥+or&ry of Coagress classification, the Tollowing sub-
Ject suildes would be used in lieu of o CIA subject cataloy to
T IR B B e Vo, S A Jq- . IR
Ldentily books dewling with the given subject:

Library of Congress Cataloy - Dooks: Subjects.
(publisled in three quarterly lssues, annually
and guinguennially)

liational Union Catalog - a cuaulative author list.
(published in 9 montlldy issues, 3 guarterly cum-
letions, annually and guinguennizally)

Honthly Index of Russian Accessions (MIRA)
(pubiished aonthly by the Library of Conrress)

Eust Europe ficcessions List (EEAL)
(published montily by the Library of Congress)

dational and Special Dinliopraphies

(available frou many countries and for many subject

fields; many are published at short intervals and

cunulated on an annuzl or longer-range basis.)
The tine log bebween publication of the bock and its listing in a
bibliography avallable in CIA Library wight justify coupensating
measures in some cases, e... CLA's receipts of Russian and Bloc
books aipght be indexed in the HIRA and EEAL undeyr arrangeasnts
thoel sent each aew boon to the Library of Conpress for this pur-
pose on a deadline bagis. whe index cards frou these two
operations mljht we filed in CIA Library by subject on &
cuaunlative basis.

(2) CLA Library has arrvonged cach year Jor several landred intelligence

analysts to worik at the Library of Congress and o gnJOJ special
privileses in the use of study roocus and access 1o booil stacks.

Ihis service ey be expected to coatinue substantially unchanged
in the future. It would agppear to remove o substantial portion of
the neecd for waintenance of a subject catalog to the partial and

1 iaitbed holdiags of siwilar puablications in CIA ILibrary.

CIA Library has walntained a shall weuber at the Library oi Con-
Jor some Tive or more years to handle inter-library loan
nabters and has seab reference stafl on & near daily ba;is o
4o wibiiogwuphlcal searciies in Library of Congress cu‘&%ogs.
hig boo has clearly ceduced tiwe use of CIA Library subject

Lress

.
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cuttlosing. It dous
semilbed exclusively
e these represcnt

Lo arsue that biils nos
tine CIA Libyary catalorss

= a4 new and evolving current intelligence

eenion, nob the definltive collecting in all subject Ticlds

racvleald b
o

e . e . .
bhe Library ol Congress Lo the brosdech rescarch

Cin

fuu;tgt*d ulso br‘?olud that CIA worrowing of bools irom the mf
za arys of Cop; 208 Laounts to u,OOO or more boolls per yesr.

his rute would certainly not be reduced by the elimination of

@ CIA subjeet cateloz. Mhe extent to wiich it i bt dncrease

would have Lo be estinated by enperiment as proposed in para- [
granh 3 A, Inter-library borrowing of bools alreudy in the CIA :
collection would not ordinarily cceur oeswading proper use of :
whe CLA author/title catolog.

‘he ob:erglations Lo be nade here are o good deal aore tentative
tnan I Lhe aotter of wvailability of substitubes for u local subject
catalosing operation. jhe; are derived from a brief exaaination of
ccrt vin receat CIA-produced intelligence monographs wund their biblio-

C. ZJmalyst use of subjeet ruides Lo bools. G

graphlies. In certain cases it wus noted that the bibliographies con- K
tained few or nc references to forcipn literature, e.;. Polish economic ﬂ
studies in the Polish lancuage, even though the EBAL, for instance, é
listed a variety of recent publications of seeming relevance to the 3
CIA uonograph. ﬁ

Jine contribubion whilch migiht be obtalned from anwlysts would be a ﬂ
resmlar eveluation of lie current national literature on the given . f
subject to be incorporated in tiwe umonograpiy along with the bibliography. g

If, us .ay now be the case, or &s such evaluation would indicate, the
naticonal literature does not warrant exhaustive treataent then, again,
the case for subject cataloging of bocls by CILA Library is reduced.

Recopnizing that the languages concerned uay be a barvier to
analyst use translobticn ¢"°19Lan:e wvould be reguired and could be
dleasured as further indication of the general probloa of gaining access
Lo open literovture. llo atteapt u¢u been made here to deteriline the pre-
sont rote of translotion of booiw by CILA or as obbtained from oulside
translators.  In bie part this autivity has been reported to ve very ]
sall . ’
. k
fhot is proposed here ls a ouse by case exwundlnation by the librarian :
and Ghe wnalyst of the probless of open lite: retricval and of the
climabe ta which the analyst operwtes witi to identifying and order-
ing new open literature, influencing the sel poiicics 91 tiwe CIA ’

Lih watnbaining local open llserature

Livrary, o Congress and other definitive colle

\

SRR s R
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Literature searches with the help of printed bibliographies and }
Tt SRS [ Tty ) T4 e rod=t preyee ol R P N seqmmge]e ot e
‘ m.lr-'d_ C’.d.ﬂLu.lo‘_,s. From such investipgetions wight come asswaptions
g acceptable Lo research offices and helpful for OCR planning pur- ;'
POses concerning: g
Leve £ le o e i
Level of lenguage coupetence auong analysts.
Relative emphasis in the given research field on use of ;

prime source waterials as compared with source naterials
generated by U.S. observers.

Staff end tine allocated to exploitation of prime source
aateriuls.

Standards for the use ol open literature in finished
intelligence studies.

4, Conclusions

Subject cataloging of books acquired by CIA ILibrary is clearly not
the exclusive instrument upon which the intelligence researcher relies 1o
gain access Lo open literature. There are wany avenues of subject access
Lo open literature of varying qualily, cost, and effectiveness and in soite
cases involving duplication of effort. Any program to introduce muore
orderiy arrunrcaents and to economize CIA subject cataloging costs must be
pased on better imowledge of intelligence research requirements than is
now available.

v
)

5. Recommendation

That discussions be held at the appropriate Divigion, Staff and CRAG
levels to plan the suggested studies and experiments in the orgenization
of open literature by CIA Library and its use by analysts.

25X1

chixy,] Docuuent Division

1
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CENTRAL INTELLIGENCE AGENG?Y

OFFICE OF CENTRAL REFERENCE

TP LTS ;
P euemcg TASK TEAM REPORT NO. 10 TTR/10

TRIIET

9 June 1958

MEMORANDUM FOR: Assistant Director s Central Reference

Task Team No. 10 has considered the Reference problem in the ;
ight of the experience of members of the Team with research method

and techniques. The Team was briefed on the Library ﬂan !
dizcussed the organization and problems of the Reference Brarnch 25X1 i
with its Chief| | Members of the team profited ‘
from reading the Consultants Report. It was decided, however s that
the analysis of the problem in the Consultants Report was somewhat
too restricted in character to be useful as a basis for the deliber-
ations of the Task Team. An outline was therefore drafted, toc provide
terms of reference for further discussion, which considered the B
reference problem in a structure similar to that of the appended
report. For data bearing on the problem the Task Team has relied 3
in part upon the Questionnaire which it participated in designing, ;

SUBJECT 3 Fival Report on the Mission, Functions s Facilities i

and Staff of the Reference Branch, Task Team No. 10. 5

25X1

1. Membership :

Industrial Di.'\fiSiOIl_, ORR 25X1 :

Materials Division, ORR

- Fundamental Sciences Division, OSI
2 _ Reference Branch, OCR i
Analysis Division, ORR 25X1

2. Method of Task Team Operation 5

25X1

;

n
=

U

and vhich was circulated %o DD/I analysts. 1In addition, individual
members of the Task Team made surveys of special aspects of the T8
problem such as branch library refergznce facilities, the bibliographic ]
service, ard previous training of the members of the Reference Branckh. g

Sl -(~RE~T
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\
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3. Recommendaticns
a. Migsion

(1) The mission of the Reference Branch should be to give
active support and guidance to agency personnel for the efficient
exploitation of all informational resources. (TTR/10- )

(2) The Reference Branch, as a service unit, should actively
endeavour to adapt its organization, functions, recruitment, and
training to agency needs.

b. Organization

(1) Abolish the present information, bibliography, intellofax, .-
and selection units. (TTR/10 )

(2) Reorganize the Reference Branch along area and functicnal
lines. .

(3) Assign to each area and functional specialist the respon-
sibilities for: ‘

{a) Directional and informational service.

’

(b) Preparation of bibliographies.
(¢) Selection of materials for acquisition by the library.

c. Services and functions

(1) Increase the capability of the Reference Branch to provide
improved informational and bibliographic service by reorganizaticu
of its structure, expansion of its facilities, and strengthening
of the competence of its personnel. (TTR/lO

(2) Retain the selection function in the Reference Branch
but abolish the Selection Unit and assign responsibility for .
selection to reference specialists by area and functional responsi-~

bility.
d. Recruitment and training

(1) Improve the substantive competence of the Reference Branch
in economics and the natural sciences. (TIR/10 )

(2) Strengthen the reading capability of the Branch in the
Slavic and Chinese languages.

S-E~C-R-E-T
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| €. Refersnne facilities

(1) stren ; _
: ‘rengthen the holdi; £ . ‘ .
depth and breadth. ‘("}:J’R /lo_lﬂ% of the Reference Branch in

') . N
zatifw:) ;’Lake prov:.sg’.'on in the new building for the centrali-
'r’Pfem; ;K iu Ja::.eni.; to the Reference Branch s Of presently dispersed
62 rence e ] 5 7 3 i a Tri
materials, such as working pericdical and newsparer files.

f. Branch evalvation of service

of qii—gwi?;ieto? the Ref:ax'eme Branch periodically, within the limits
RECVTLRY, on current and future progr of & jor fueing
offices of the DD/T. (ErR/i0. ) o oore OF the major produci;
(2) Make more meaningfu : ' ‘
: ngful the Brax syst i
Tfor its own time, ¢ Tanch system of accounting

d(3€ Develop means to obhain customer evaluations of the
g;;;u;ws‘ of ;l:ae Branch, particularly of bibliocgrapbies and intell.-
ung, with respec xali S cinent
- far T P respect to quality, speed, and obther pertinent

8+ Customer education

Adopt morc-e aggressive methods to acquaint agency personnel
with the services offered by the Reference Branch, ;ucb ase

(1) < ods ~hriefi
\1) Periodic rebriefing of agency personnel on OO
. acy personnel on OCR procsdures
;ng fgc1lities at a more advanced level than in the ente?ing,mj:eq
uty briefing. Encourage subsequent corsultatio ticular
user problems. (TTR/10- TERIOR o particuler

{2) Consider the establishment of an OCR bulletin and other
means o0 make agency personnel more aware of o Mbaer
= * : e of reference :
and facilities. : nce services

25X1

Chairman, Task Team Ten
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ANCLUSTONS AND RECOMMENDATIONS

[o]

i

=

A, Mission

L. Conclusicns

_ The shated mizsion of the Reference Branch is %0 provide
service to agency personnel. Implementation of this policy, however,
is teo passiven Ar aggressive interpretabion of this mission
would permit a mors efficient divizion of labor between the Ref-
erence Brancﬁ and other sgency personnel. The rolicy of passive
cooperation hag fostered problems of organisation, training, self-
evaluaticn; and customer relations.

2. Recommendations
2. The mission of the Refersmce Branch should be + giv

0
active support apd guidance to agency persomnel for the efficient
exploitation of all informational rssources.

ct O

H.mni) b. The Reference Branch, as a service unit, should
actively endeavour to adapt its orgenization, functions, recurit-
ment, and training to agency needs.

B. Organization

l. Concluzions

Organization of the Reference Branch according to library-
type functions into information, bibliography, selection, and
intellofax units, disperses manpower, segments and duplicates effoxt,
and fails to develop the kind of well-rounded reference competence
required by ths agency. The Branch should be recrganized in a manner
that will use its available marnpower more efficiently and develop
greater reference competence.

2. Recommendatiocns.

a. Abolish the present information, bibliography, intello-
fax, and selection units.

b. Reorganize the Reference Branch along area and functicnal

lines.
c¢. Assign to each area and functional specialist the respon-
gibilities for:

S-E-C-R~E-T
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RN . . .
£1) Directional and informational service.

{2} Preparation of biblicgraphies.
{3) Selection of materials for acquisition by

the library.

a. Agency personnel make less than ophimum use of the -
informatioral services offered by the Reference Branch. Users are
more satisfied with the directional and bibliographic service than
with the infcrmational service. Need existz for the capacity to
render a higher quality informationsl and bibliographic szervice.
Agency personnel also need to be apprised cf the advantages of
making greater use of these services.

b. Although the selection function is norinally lecated
in the Reference Branch, the initiative for foreign collecticn of
overt materials in high priority geographic areas has heen in fact
- ) delegated to field persomnel. Pursuit of a liberal field selechion
= pelicy will reduce the amcunt of selection required at headquarters.
Retention of the reduced selection function in the Reference Branch
has a training value for reference persomnnel, if allocated in
accordance with area and functional responsibilities.

2. Recommendations

a. Increase the capability of the Reference Branch o
provide improved informationnal and bibliographic service by
reorganization of its structure, expansion of its facilities, and
strengthening of the competence of its persomnel.

b. Retain the selection function in the Reference Branch
but abolish the Selecticn Unit and assign responsibility for
selection %o reference specialists by area and functional responsibllity.

D. Recruitment and training

1l. Conclusions

Although adequately trained in library science, the sub-
stantive and language competence of the reference staff doe
correspond to the priority missions of the agency. The st
weak in economics and the natural sciences. It lacks suffi
personnel with rapid reeding competence in the Slavic and Ch

’) languages.
| S-E-C-R-E-T
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2. Recomendation

. ‘am Improve the substantive competence of the Reference
Branch in economics and the natural sciences.

b. Strengthen the reading capablility of the Branch in
the Slavic and Chinese languages. :

Reference facilities

1. Conclugions

Adequate reference facilities are indispsnsable to the
Reference Branch and the personnel of the agency as a waole.
The reference collection is limited in depth and breadth. Under
the present temporary arrangements, too meny of the reference
facilities are physically remote from the Reference Branch.

2. Recommendations

a. Strengthen the holdings of the Reference Branch in
depth and breadth.

b. Make provision in the new building for the centrali-
zation, adjacent to the Reference Branch, of presently disperssd
reference materials, such as working periodical and newspaper files.

Branch evaluation of service

1. GCenclusions

~a. The Branch devotes too little attention toc ascertaininag
what type of service is ueeded anld how this service can best be given.
To the extent possible, the Branch must anticipate the genersl nature

of future ageucy needs, both with respect to the szelection and reference

programs .

b. The Branch system of record keeping and reporting,
inadequately describes its own activities and provides little or
no evaluation of its product. No provision is made to ascertain
vhether the information service, bibliographies; or intellofax
runs meet the needs of the requestors.

2. Recomendations

a. Brief the Reference Branch pericdically, within the
1limits of security, on current and fubure programs of the major
producing offices of the DD/I.

3-E-C-R-E-T




'

= . - ey tr ’ . - . - . i

Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

T2

SeE-5~-R-E-T

ST T T

TTR/10~7

‘ Do Make more meaningful the Branch system of accounting
for its own time.

©¢. Develop means to obtain customer evaluations of the
product§ of the Branch, Particularly of bibliographies and intellofax
rms, with respect to quality, speed, and other pertinent factors.

£

Customer educetion

l. Coneclusinns

The Referernce Branch has the potential to provide more
Customer service than it now gives. Greater use of the reference
service by agency personmel can contribute t¢ the more efficient
fulfillment of the mission of the agency. The failure of agency
bpersonnel to make intensive use of the reference service suggests
that analysts may not be fully aware of the services offered by
the Reference Branch or the advantiages to be derived from using
these services.

2. ERecommendations

Adopt more aggressive methods to acquaint agency personnel
with the services offered by the Reference Branch, such as:

a. Periodic rebriefing of agency personnel on OGCR
procedures and facilities at a more advanced level than irm +he
entering-on-duty briefing. Encourage subsequent consultation on
particular user problems.

b. Consider the establishment of an OCR bulletin and other

means to make agency personnel more aware of reference services and
facilities.

5-E-C-R-E-T
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Mission

] 1. The Reference Branch regards itself as a service orgeni za-
tion whose mission is to facilitate the work of production components
of the agency.

2. This conception of its mission is appropriate and is to
be commended. The accomplishment of this missicm, however, in
more than a passive senge; requires greater awareness of the
advantages of improving the relationship between the reference
service and its customers. Minimization of the reference service
would impose upon the users of the library facilities a greater
responsibility for mastering the complexities of how to exploit
quickly and adequately the resources of the library. Overextension
of the reference service may imply the assumption by reference
bersonnel of research functions which can more competently be
performed by substantive analysts. Between these two extremes
lies the opportunity to develop an efficient relationship between
bersonnel who specialize in how and where to find needed informa-
tion and those skilled in the exploitation of this information
for particular areas and functional problems.

3. Although the existence of such relationship is readily
identifiable, its location in relation to the needs of the component
offices of the agency and the considerable variety of personnel
within these offices imposes a wide range of obligations upon the
reference service, which can only be satisfied by the adoption of
an active service policy. In order to achieve its mission, The
reference service must become congnizant of the particnlar needs of
its various customers, must shape its resources +o meet these special
needs, must train its personnel to satisfy customer requirements,
and must acquaint its customers with the nature of the service and
the advantages to be derived from its use.

4. Although many of the functions performed by the reference
service are comparable to the service performed in non-intelligence
research libraries, the reference problem in the CIA library is
nevertheless special in nature because of the considerations of
speed, timeliness, accuracy; security, global area, scope, dearth
of information, breadth of interest, and other characteristics
vhich may apply %0 a greater or lesser degree in any particular
instance. The reference problem is compounded by the fact that
although the information on a particular subject may be limited in
quantity, the total volume of intelligence information is staggering.
Interest is generally confined, however, to relatively recent
developments, so that it 1s necessary both to digest material into
the informational system and to store it in such a way as to

S-E~CG~R-E-T
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facilitate 1ts gradusl retirement as it becomes less timely.

If":l..n.aZLly9 the volume of the material, its fragmentation intd the

form of individusl short documents, many of them of a classified
nature and hence outside of the scope of trade indexes and biblio-
graphies, magnify the user problems and create a need for a competent,
specialized reference service.

5. Although the reference requirements of the agency are not
entirely unique they do impose the need for developing a small
group of intelligendt., cooperative reference personnel, well
trained in library techniques, possessed of area knowledge,
substantive background, and langusge competence.

6. Conclusions

The stated mission of the Reference Branch is to provide
service to agency personnel. Implementation of this policy, however,
is too passive. An aggressive interpretation of this mission would
permit a more efficient division of labor between the Reference
Branch and other agency personnel. The policy of passive cooperation
has fostered problems of organization, training, self-evaluation,
and customer relations.

7. Recommendations

a. The mission of the Reference Branch should be to give
active support and guidance to agency personnel for the efficient
exploiltation of all informational resources.

b. The Reference Branch, as a service unit, should actively
endeavor. to adapt ity orgenization;~fimmsions;  recruiltment, and” training
to agency needs. .

Organization of the Reference Branch

1. The present organization of Reference Branch according to
library-type operations into information, bibliography, selection,
and intellofax units is not the most effective way to use the
positions allocated to the Branch. This organization fragments
the Branch, leads to duplication of effort, and fails to develop
a well rounded competence .amongst the Branch persomnel.

2. Under the present system, for example, senior personnel
assigned to bibliographic work may learn a good deal about the
literature on certain types of problems, but their knowledge is
not directly availlable for the improvement of the selection of
materials to be added to the library. Personnel assigned intello-
fax work may become code specialists and little more.

S-E-C-R-E-T
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3o in liey of the

. bresent fragmented system of
specilalization acce i

ordi to library-type o erations, it is
tecomended that +tk e oz P oo 3

PR he Branch be reorganized on an area and
S»-mx:wilugal basis. Major countries and areas, such as the
ovie

yiet 4..}.:»&& could be further subdivided into economic,
%‘C‘._:i..’t}i'fi&.l.y and scientific functions. A possible allocaticn
1s the following:

8. 8Sino~Soviet Bloc.,

{1) USSR and European Satellites.

(a) Economic.

{b) Political ang sociclogical.

(¢} Scientific.

(2} Communist China ang Asiatic Satellites.

b. Non-Bloc.
(1) Western Europe.

{2) North and South America.
(3} Other.

L, Reference personnel could be assigned to these areas
and functions in accordance withs

a. Reference work losad.

b. Language skills.

2.  Area and functional competence.

5. Persomnel assigned to an area ang functional
responslbility would assume responsibility for directional ’
informational, and bibliographic problems within their ares and
function. These same persons would Prepare themselves by scamning
national bibliogrephies, to assist in the selection function as
indicated ahove in Section D-5.

6. It is imperative that these persons slso master the
intellofax codes for their respective area and funeti
provide a complete reference service to their customers on these
arzas and funchions.

§~E-C-R-E-T

)

momeeestesliesae  Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5

on and thus




"

G
. e 0 rE YT
1
/) .
S TR\

p pp = 2 =

S-E-C-R-E-T

gl E:g
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€ Reference Branch according to library.
bibliography; selection, ang intellofax

nts ang duplicates effort, ang fails

ded reference competence required
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9. Recommendations
———==""thdations

&. Abolish the Present information,
ofax, and selection unitg.

R g

bibliographyg intell-

b. Reorganize the Reference Branch along area and
functional lines.

APRCG I RICE:

C. Assign to each area ang functiongl Specialists the
responsibilitieg for: .

o

(1) Directional and informationa] service. i
’ b1
(2) Preparation of bibliographies,

(3) Sselection of materials for acquisition by
the library.

Reference services and funetions

Information service -

botential of the Branch 1

demonstrated to the bersonmnel of the agency that they can save time ang
improve the quality of their broduct by meking greater use of the
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2. Statistics kept by the Reference Branch show only an . A
approximation of the Branch work load. There is no practical way |
‘tg measure the percentage of agency personnel that use the facilities -
?f the Reference Branch. Questionnaires completed by a sample of
421 persons in the DD/I area, however, showed that while 78% sought
QG}p from the Reference Branch in finding particular books or documents
{Figure 1), less than half (47%) used the service of the Reference
Branch to obtain information on where to get facts related to their
work. A slightly higher number (58%) reported that they used the
Reference Branch as a source for obtaining directly, specific facts
needed in their work. These figures must be contrasted with the
high number (81%) that use the Reference Branch as & channel through
which to ordex library books or documents (properly a function of
the Circulation Branch).

3. From these data it is apparent that the Reference Branch is
in fact willing to provide service. Agency personnel are aware of
this fact, too, but personnel presently use the reference service
chiefly to obbain the lowest order of service, the locating and
ordering of books and documents. This situation is further attested
to by the records of the Reference Branch which, as reported in the
Report of the Library Consultants, p. 54* indicate that on the average,
25% of the questions handled by the Reference Branch consist of
directional questions, which normally take only 1 to 2 minutes to
answer.

k. Under the Reference Branch system of classification, moreover,
questions requiring 2 to 15 minutes of time are arbitrarily designated
as informational questions and average 35% of all questions. Undoubtedly
a conslderable portion of these informational questions are in fact,
directional questions as identified in Figure 1. Thus, considerably
more than 25% of the questions processed by the Reference Branch are
what may be termed the lowest order of reference type questions, if
indeed, since they include the processing book and document orders,
they are reference type questions at all.

¥Hereafter cited as Consultants Report.
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FIGURE 1. USE AND EVALUATION OF THE REFERENCE BRANCH SERVICES AND FACILTTIES

n Users Evaluation in % of Users
: in %

Question of total Mostly Satis- More
respond-  Unsatisfactory satisfac- factory than
ents tory satisfac-

tory
To obtain directly, specific
facts needed in your work 58 L 21 55 21
To obtain information on where to
get facts related to your work 47 5 18 54 23
: To obtain directly background informa-
. tion needed in your work outside
- ‘ of your own field of competence ko € 15 61 18
To obtain help in finding a
particular book or document 78 1 11 kg 39
To order books or documents from
the CIA Library 81 2 11 52 35
’ To request the preparation of s
bibliography 17 21 7 5k 18
To request Intellofax runs 62 11 11 50 -28
A ) Use of OCR Library Reference
- Collection 80 7 36 55 3

€T-0T/491L
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>. Figure 1 casts additional light on the demands made of

the Reference Branch by agency persomnel. In preparing the
questionnaire it was assumed that the average DD/I analyst

Presumably the most frequent Reference Branch customer) was an
area or product specialist, comparatively more knowledgeable in the \
literature of his specialty, and less s in peripheral matters. e
It was therefore expected that this average analyst would have
relatively little occasion to consult the Reference Branch to obtain
directly, specific facts needed in his work. It was assumed that
he would rather prefer to inquire where to go to find information
needed in his work, and that he would show an even greater depend-
ence on the Reference Branch in his efforts to obtain background
information needed in his work but outside of his own.fiéld of
competence. 1In fact as Figure 1 shows » the order of dependence was
reversed. Personnel questioned rely more on the Reference Branch
to find information directly related to their work and less for .
background information. 4

oS DS A

\

6. The institutionalization of research under government
auspices has made it necessary to subject the planning, scheduling,
coordination, review, and publication of research to formal control.
At.. the same time, the actual conduct of research has been least

o 3 subject to control and the agency analyst is relatively free to
R make, in his own manner, judgments as to how to gather information B
and what kind of advice to seek f6¢m professional librarians. N
Some analysts, conscious of thelr responsibility for the final i
product, are reluctant to delegate responsibility for any portion i
of the research and related activities. Not to seek advice in the
search for information mey not, however, always be the best way {
to discharge the personal responsibility for research. A few
anelysts approve of the principle of seeking aid from reference j
specialists, but doubt that the reference staff, as now composed, . e .
contains personnel of sufficiently outstanding professional competence “
to create a high degree of confidence amongst their customers.

7. On the whole it is to be expected that the dependence of
personnel upon the reference serv ice will vary according to subject
matter, experience, position, personal, and other factors. A competent
reference service has much to offer the research analysts: knowledge
of national book and periodical literature, bibliographic lore,
intimate acquaintance with card catalogues and coding systems, and
nunerous other technilcal aids, which may profitably supplement the
efforts of the individual researcher without usurping his remaining
freedoms or depriving him of the satisfaction of guiding his own
project to completion.
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> )

me-aanataniaane  Sanitized Copy Approved for Release 2009/11/23 : CIA-RDP82T00271R000100120005-5




s

/

- e, v e
S L . . oo © s . \ . -

Sanitized Copy Approved for Release 2009/1 /23 : CIA-RDP82T00271R000100120005-5

S-E-C-R-E-T

TTR/10-15

.8- Without doub'b, & competent reference service can be of
assistance to all levels of agency personnel who have eccasion to
use the librery, and no doubt to some who do not use the library,

but rely passively for their information on reading panels and
Personal files.

9. Satisfaction of Present users with the informstion service
offered by the Reference Branch is good, but not exceptional.
Between three-fourths and four-fifths of the users rated the fact
Tinding service satisfactory or better (Figure 1), but most
Persons found it merely satisfactory, and fewer than one-fourth
found the service more than satisfactory in quality. In contrast,
the directional service (finding and procuring books and documents )
was rated satisfactory or better by almost 90% of all users , and
more than satisfactory by over a third of all users.

10.. To render adequate service the Reference Branch must raise
the quality of its Product to a level that merits wide use. Quality
service will attract users > but in addition, potential users need
to be acquainted with the kind of service that is available.

11. Even if a reputation for quality service is established,
it may be expected that the majority of questions put to the
reference service will be directionsal. Most of the time of the
Branch devoted to customer requests, however, will Probably be
glven to informational type questions. Arbitrary designation of
inquiries as research questions because they take from 15 minutes
to 2 hours of time should be abandoned. This activity is not
research and a better term should be found to describe it.

1l2. Slowness of service does not appear to be a serious
complaint amongst those users whose requests are directional or
informational in character. No parituclar end is served in striving
to answer all such questions in a given number of minutes. Rather
the time taken to answer a request should be adjusted to the kind
of information needed by the requester and the urgency of the question.

Bibliographic service

13. Users of the bibliographic service on the whole find it
satisfactory or better, but many persons in the DD/I who do not
use the service are critical of it.

14. Of 64 DD/I analysts who professed to use the bibliographic
service, 1 or more times a year, only 2 judged it to be unsatisfactory
in their replies to the OCR Questionnaire (Figure 2), 6 mostly but

not entirely satisfactory, 36 satisfactory, and 20 more than satisfactory.

Thus, 8 of 64 professed users of the service evaluated it as less
tha_n,fu.lly satisfactory, while 56 rated it as satisfactory or better.
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FIGURE 2. USE AND EVALUATION OF THE BIBLIOGRAPHIC SERVICE
Times used per year
Evalusiion
0 1-2 3-5 6-10
No. % No. %  No.  No.
Unsatisfactory 23 T 1l 2 1l 0
Mostly but not |
entirely satisfactory 2 1 6 12 o} 0
P Satisfactory 29 & 27T 52 8 1
o «D More than satisfactory 2 1 13 25 4 3
Do not use 2% 8+ 5 10 1 Y
TOTAL 351 100% 52 100%* 1L 5
*Rounded — o
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15. DD/I personnel who responded to the OCR Questionnaire
€xpressed stronger views on the quality of the bibliographic
service than on any other service which they evaluated. Twenty-
1':hree nonusers evaluated the service as unsatisfactory. Hence,
if the valustions of users and nonusers are combined, 28% viewed
1:'.he service as less than fully satisfactory, while 72% regarded
it as satisfactory or better.

16. Records kept by the Reference Branch show that the Branch
¢ompiled 153 bibliographies during 1956 and 1957, 75% for the DD/P,
20% for the DD/I and 5% for the DD/S (mainly for OTR). At this
rate only about 15 bibliographies a year are prepared for DD/I
bersonnel, considerably fewer than claimed by respondents to the
OCR Questionnaire.

~

17. Some 20 persons in the DD/I and DD/S for wl:ch‘h bibliographies
were prepared in 1956 and 1957 were interviewed to determine whether
the finished bibliographies fulfilled their needs as to scope,
arrangement, and meeting of schedules. Without exception, each ..
Person interviewed expressed satisfaction with the product. This
inquiry thus corroborated the information provided by the Questionnaire
to the effect that most users of the service found it satisfactory

or better.
b)

18. Nevertheless, the service is not widely used in the BD/I. ,
area. Only 17% of DD/I respondents to the OCR Questiomnaire professed
to use the bibliographic service 1 or more times per year. Comparison
with Reference Branch records shows that in fact an even smaller
percentage of DD/ I personnel actually use the biblicgraphic service

in a typical work year.

19. Nonuse of the service by DD/I research personnel combined
with a significant negative reaction to the service by nonusers

suggests that:

a. The service may meet the needs of some persons but not

others, or
b. Many persons may not know of the availability of the
gservice or the advantages of using it.

20. The bibliographic service can meet many requirements in a
community whose needs are as diverse as those of the agency. In
connection with particular projects, some Qf the requirements that
may be met by special bibliographies are listed below:
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a. Periodical articles and monogra: hs not incorporated into
the intellofax system. srep P -

b. Foreign language materials.
Cc. Published documents of the US or foreign governmments.

d. Holdings of special libraries, particularly those not
in the Washington area.

e. Records of other US agencies.

21. Normally, the requirements of research analysts are for
unevaluated bibliographies. The nature of most serious research
requires that the analyst be apprised of the existence of' the
material and where to obtain the reference. Most analysts prefer
to scan and evaluate the meterial themselves. In the preparation
of such bibliographies it is not necessary in most cases for the
bibliographer actually to handle, much less to evaluate the material.
Where the material is not evaluated, it is recommended that in accord-
ance with the practice of other report issuing offices of the agency,
the bibliography be clearly marked to indicate its unevaluated nature.

22. The bibliographic service also receives reguests for biblio-
graphies and reading lists for training purposes from OIR, for opers-
tional support from the DD/P, and no doubt for various purposes from
administrative units. For such units it may be desirable, according
to the need of the requester,. to supply more descriptive information
about the content of the titles listed. When evaluated rather than
descriptive lists are required, they should be coordinated with
substantive components of the agency.

23. The multiplicity of research sources for intelligence use
is so great that it is not practical to offer unified machine
recovery of all types of source material. Reference assistance is
therefore needed at a high level of competence to guide agency
personnel not only in the use of the machine codes, but also in the
iocation of diverse and fugitive materials, particularly in special
technical fields, in foreign languages, and in govermment documents.

24. Such a service is needed, should continue to be Provided,
and should be improved in quality. The availability of the service,
its potentiality, and the kind of support it can of?er shou%d be
made better known to agency personnel. Where securl?y perm%ts,.
circulation of lists of completed and availa?le bibl%ographles is
suggested. If OCR establishes a news bulletin, mention can be made
in it of newly completed bibliographies.
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25. At present the bibliographic service is provided by an
agth(_)r:.:z.ed T/O of b orofessional persons who specz:)ialize :l'.ny
blbllogz.-aphlc work. It is recommended instead, that each reference
speciaZ.Llst be assigned responsibility for all reference functions ’
according to areg Specialization, with superimposed functional
responsibility such ag economic and scientific » &8s permitted by
T/0 e}nd consumer demand. Without increasing the Branch ‘I‘/O, such
specialization wouid develop the competence of individual members
of the Branch, would utilize their abilities more completely than
at present, and would improve service to the personnel of the
agency. (See B. above. )

26. Some discontent has been expressed with the rate at which
bibliographies are typed and reproduced. If a typing bottleneck
exists in the Branch » OCR should provide a pool for typing services
or other means of reproduction to speed up the processing of
bibliographies.

27. Provision should also be made for the routine evaluation
of bibliographies by the customer, and for a corrective type of
follow-up to meet deficiencies disclosed in the evaluation process.

Selection function

28. Treatment of the selection problem as a whole has been
assigned to Task Team Four and therefore will be considered here
only as it relates to the mission and functions of the Reference
Branch as a whole. At present ; the selection function is lodged
in the Reference Branch and for the reasons indicated below it is
believed that it should remein in “he Branch ; although provisions
for the execution of the functions should be modified.

29. The primary interest of the agency in foreign intelligence
requires that the initiative for foreign collection of overt
publications be delegated to field personnel. For high priority
areas, it i1s therefore more efficient to authorize a liberal
procurement policy than to undertake to administer a tightly
controlled headquarters directed procurement system. Since this
fact 1s now recognized; insofar as foreign procurement is concerned,
the selection function car, to a great extent, be reduced to the
briefing of field procurement officers.

30. Headquarters participation in the selection for priority
areas can best be confined to an assessment operation, such as

the checking of national bibliographies for the previous year
against procurement during the year covered by these bibliogrsphies.
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Th}s funcﬁ;oa “8 in large part ore. of collation, the mechanics of
which can be berformed in the Acquisitions Branch, where working
card catalogues are available. Subject apd area specialists in
the geference Branch can then check these collated national
bibllographies fer bromising titles which the field procurement
officers have failed to obtain in the routine performance of their
mission. For areas that Pose serious language problems, this
check can be made Ly FDD. ] )

3l. Sueh an arrangmeat would reduce the selection function
of the Referesnce Brazel to the selecticn of's

a. Material published in the US on foreign areas of interest.

b. Reference guides; indexes, bibliographies, and other
preofessional aids.

c. TUnpublishe]d material, privately published material, and
fugitive types of prblications.

32. Although this approact. to seleckion recognizes that most of
the function will be performed in the field, sufficient remains that
is of irnterest and value to +he Persommel of the Reference Branch to
Justify its being located in that Branch. Participation in selection
has a training value for Reference Branch persommel. It is the view,
therefore, of this task team that ‘the full time Selecticn Unit in v
the Reference 2ranch be abolished, that such selection functions as
are appropriate tc the trainirg and maintenance of subject and area
competence by the Reference Branch Personnel be assigned to these
people in accordancs with their appropriate subject and area responsib- !
ilities. Under this proposal, the present high cost of selection 1
Per unit will be reduced and absorbed into such time of the Reference '
Branch personnel as is not charged tc the herdling of customer requests. i
The incorporatica of the Selection Unit into the Reference Service !
broper will also meke available to the Branch two additional senior !
reference specilalists and thereby enable the Branch to enhance greatly
its substantive competence and potential to provide customers with
informational and bibliographic serxvics.

Housekeeping functions

33. Certain minor housekeeping and miscellaneous duties are
unavoideble and to some extent bemeflcial; others should be
reassigned to other units or if possible, dispensed with.

3k. Worthy of keeping in the Branchs
a. Shelviug cf reference hooks, and

L. Shelf reading -~ both for their value in learning

the content of “the Reference Colliection.
SuE-C-R-E-T
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35. Peassign ox eliminata:
i elsewf‘:ér Au;ihsimi tO serial » If serials are checked
5Ae maintensrce of a Avnlicaie s
noe O e dupd erial record in
the Ref‘em.r:m Branch can be d» vyl

record will sgtabl
agency.

: pal. A telephone call to serial
woether the pericdical has arrived in the

K pry o L] ]
s D, A Lllm.e,m of circulaticr raquesis. & widespread
Co o+ e aes % 7 -‘

Sbougc]\;i rn that e ence and Cilrevlehi cn are ir t’~e same Branch
sh ¢ correcs oG s&ve the tine of referernce versonnel for

re lmportant metters. In order not o damage cusiomer relations I
- : - : = . g CLuis U\ (SR s ] M
oexeri“ e Der scmel could trassfer the telephone calls to Circulation, :
r via.unueer o Case Yhe request this time but exm plain that Cir-
culation now handles thezs request

DS

[Er=n

(’ DA A AUy oy e ‘

c. Memsenger dubies in commection with intellofex runs g

now performed by reference Darsovs n2l, sheuld be reassigned to the 4
OCR messenger sewvice

s=

36. Conclusions

a. Agency
informational servi
are more satisfied

whar opbimpwm vse of the
ference Branch. Users

% .’ al acf hibiliographic servie
than with the Informas &X Need exists fi‘gor the ca.pac:l:y
to render a kigher guslity iz “\r:cau_oaaﬂ and pibliograpnic service.
Agency personael also nsed to be aporised of the advan%a.ges of
making greater use 0f these services.

b. Although the selection function is nominally located
in the Reference Branch, the initletive for foreign coiiection of
overt materials in high priority geographlc areas nhas been in fact
delegated tc field persommel. Pursuit of a liberal field selection
policy will reduce the amount of selecticn required at headquarters.
Retention of the reduced selecticn function in the Reference Branch
has a trainieg value for reference persomnel, if allocated in
accordance with area and functional respousibilitiles.

T S S I T

37. Recommendations i

.

a. Increas apabiiity of the Referemce Branch to
provide improved informational and blhilographic service by
reorganizatlicn of 1ts structurs, expansion of its facilities, and

strengthenling of

my

Lon Tenction in ",_;e Refcrance Branch
b and sgslign responsibility For selection
3 Ly area and function al responsibility.

but abvoiigi ¥
to refersnce gpstlialls
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D. Recruitment and training

1. The training of the Reference Branch is good but not

outstanding. The 14 professionals have a total of 18 bachelor's

master's, and 1 doctor's degree. The group has 7 bachelor's and
L master's degrees in library science. Five of the group have
only practical training in library work (Figure 3). Their academic
training includes 9 bachelor's degrees, 2 master's degrees and 1
doctorate in the social sciences. One person has a bachelor's
degree in the physical sciences (mathematics) and one a bachelor's
degree in a foreign language. Although strong in the social sciences,
most of the training is in history, politicel science, sociology,
and eduction, rather than in economics. The group as a whole should
be fortified in economics and in the natural sciences.

2. The group is strong in language training, but not in the

Slavic languages most needed for reference work in the agency.

Only 4 persons have a capability in Russian of whom only 1 professes

to be able to read texts of most grades of difficulty and 1, texts

of average difficulty (Figure 4). None profess to have a capaiblity

in the other Slavic languages, although 6 have some capability in

German, 12 in French, and lt in Spanish. One person can read simple
ﬁ.,gf\ Japanese, but not one has facility in Chinese. The Slavic language

L capabilities of the group should be elevated through training.

3. The morale of the group would be greatly improved and its
effectiveness increased, if it could be briefed from time to time,
at least in a general manner, of the objectives of the research
progrems under wey in ORR and OSI, and of the kinds of national

estimates underteken by ONE.

4. Conclusions

Although adequately trained in library science, the substantive
‘and language competence of the reference staff does not correspond
to the priority missions of the agency. The staff is weak in economics
end the natural sciences. It lacks sufficient perscmnel with rapid
reading competence in the Slavic and Chinese languages.

5. Recommendations

a. Improve the substantive competence of the Reference Branch
in economics and the natural sciences.

b. Strengthen the reading capability of the Branch in the
glavic and Chinese languages.
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FIGURE 3. ACADEMIC TRAINING OF REFERENCE PERSONNEL
Sub ject Minor Bachelor's Master's Doctorate i
Library Science 0 T 0
Social Science 3 9 1
Physical Science 1 1 o
Foreign Language L 1 0
> «) FIGURE 4. FOREIGN LANGUAGE READING ABILITY OF REFERENCE PERSONNEL
Can read texts of
following difficulty: Russian German French Spanish
1. Any 0] 0 1 0
2. Most 1 1 1 0
3. Average 1 2 6 e
., Simple 2 3 b 2
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Reference fac ilities

1. Eighty per cent of the respondents to the OCR questionnaire
stated that they used the facilities of the reference collection 1
Or more times per month. Almost half of the group (46%), however,
professed to use the collection only 1 or 2 times per month, and
only a fifth (21%) professed to use it 3 or 5 times per month. By
DD/I offices, use of the reference facilities 1 or more times per
month reached the following levels: ORR, 86%; OCI, 75%; OSI, 58%.

2. Although use of the collection was high, the users were on
the vhole more critical of the collection than of the services
offered by the Reference Branch. Only 7% of the 343 respondents who
evaluated the reference collection found it unsatisfactory, but 36%
found it mostly but not entirely satisfactory. While 55% judged
the collection to be satisfactory, only 3% rated it as more than
satisfactory. On balance therefore 43% of the respondents Jjudged
the collection to be less than wholly satisfactory while only 55%
regarded it as satisfactory or better.

3. An adequate set of reference facilities is indispensable
to both the Reference Branch and the bersonnel of the agency who
use the reference services. It is difficult to start a reference
collection from scratch since many standard reference works are out
of print. A good beginning has been made » however, but it is not
yet comparable to the collections of libraries that have been in
existence for a long time.

L. The major categories of reference materials now maintained
have been well chosen and should be further expanded in depth )
particularly trade guides, biographical dictionaries, bibliographies ,
and foreign encyclopedias.

5. The following additions to the reference collection are
recommended :

a. A central collection of Sino Soviet Bloc statistical
handbooks and statistical periodicals.

b. A collection of foreign census documents.
c. Provision in the new building for hard copy files of

Sino Soviet and other periodicals, located adjacent to the Reference
Branch and the library reading room. .

S-E-C-R-E-T
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d. Provision in the new buildir
1g for hard copy editions
of the leading national Papers of the Sino Soviet Bloc, to be
retired to mircofilm after one year. This newspaper file also
to be adjacent to the library reading room.

€. A complete set of the latest NIS should be on file in
the reference collection, where it can be used, instead of in the
TAC Document Vault, where use is difficult.

6. Many parts of the Dbresent reference collection are well
marked by large signs. Similar easy-to-find indicators should be
set up to assist readers in using the trade directories and
bibliographies.

T. It is assumed that provision will be made in the new building
for a considerably expanded reference collection to be housed adjacent
to the Reference Branch and +the library reading room and that the
Acquisition Branch will also be housed in the new building so as to
make its bibliographic aids generally available to library users.

8. Removal to the new building should also alleviate the reference
Problems of such separately located offices as OSI, whose analysts find
Branch 5 Library in Barton Hall to be handicapped by the lack of a
complete card catalogue, by a pericdical collection of limited scope,
and by the lack of such elementary reference tools as the Union List
of Serials.

9. Conclusions

Adequate reference facilities are indispensable to the Reference
Branch and the personnel of the agency as a whole. The reference
collection is limited in depth and breadth. Under the present temporary
arrangements, too many of the reference facilities are physically remote
from the Reference Branch.

10. Recommendations

a. OStrengthen the holdings of the Reference Branch in depth
and breadth.

b. Make provision in the new building for the centralization, i
adjacent to the Reference Branch, of presently dispersed reference
materials, such as working periodical and newspaper files.

Branch evaluation of service |

l. For the Reference Branch to evaluate its success in ful-
filling its mission it needs to improve its periodic reporting
and devise a system of ascertaining consumer reaction to its service.

S-E-C-R-E-T
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such as "information" and "research" does not adequately describe
the kind of service demanded, and gives no guidance as to customer
requirements. It is Suggested that sample counts be made of the
types of questions asked, and that these be used as the basis for
the establishment of more meaningful categories of the type of
service being requested.

3. At present the Branch has no way of knowing the quality of
the service it performs or the degree to which it meets customer
requirements and expectations. Periodic sample evaluations of all
types of service rendered may be advisable to ascertain what customers
think of the service performed. For larger bProjects such as biblio-
graphies and intellofax runs, evaluation could with profit be made
& regular procedure and could be made to provide immediate feedback
in the form of improved service and more adequately serviced readers.

L. The Branch also needs to know not only how it served its
customers, but how it expended its total time. The lack of such
information exposed the Branch to criticism in the Consultants Report.
The Branch and likewise OCR management need to know how the time
budgeted for reference burposes is being allocated.

5. In addition to assessing its own activities the Branch should.
obtain evaluations of what it does for requesters. It also should
keep abreast with the changing pattern of customer requirements, so
as to prepare itself to meet requests. It needs to know not only
why readers avail themselves of its services and also why potential
customers do not avail themselves of the reference service.

6. Conclusions

a. The Branch devotes too little attention to ascertaining
what type of service is needed and how this service can best be given.
To the extent possible, the Branch must anticipate the general nature
of future agency needs both with respect to the selection and reference

programs.

b. The Branch system of record keeping and reporting,
inadequately describes its own activities and provides little or no
evaluation of its product. No provision is made to ascertain whether
the information service, bibliographies, or intellofax runs meet the

needs of the requestors.
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7. Recommendationg

&. Brief the Reference Branch periodically, within the limits

of security, on current and future rograms of the majo a
offices of the DD/I. v progr Jjor producing

‘ b. Make more meaningful the Branch system of accounting for
its own time.

c. Develop means to obtain customer evaluations of the products
of the Branch, particularly of bibliographies and intelofax runms, with
respect to.quality, speed, and other pertinent factors. '

Customer education

1. The failure of agency personnel to meke intensive use of
the reference service suggests in bart that analysts may not be
fully aware of the services that the Reference Branch has to offer.
In order to make known the nature of the services offered, the
Reference Branch can take a number of courses of action:

a. It can participate in the orientation of new analysts
to OCR facilities. Of 421 respondents to the OCR Questionnaire,
216 stated that they had been briefed on OCR facilities in the
Intelligence Orientation Course. Only 167 were briefed individually
or in groups in OCR itself. Seventy-eight indicated they never
had been briefed. While most ORR and OSI personnel stated that they
had been briefed on OCR facilities, 31% of the OCI respondents and
27% from ONE indicated that they never had been briefed on the OCR
facilities.

b. Most persons responding to the Questionnaire (76%) declared
that they had been briefed more than 2 years ago. Many of them, ;
particularly those who do not use the reference facilities, could
benefit from a rebriefing on reference services and facilities.

2. To achieve periodic contact with those whom it seeks to serve,
OCR should consider the establishment of a Bulletin to contain items

such as:
a. Selected accessions.
b. Informetion on new services and procedures.
¢c. Reviews of available services.

d. Changes in orgenization and location.
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3. Conclusions

The Reference Branch has the potential ©b provide more customer
service than it now glves. Greater use of the reference service by
agency personnel can contribute to the more efficient fulfillment of
the mission of the agency. The failure of agency personnel to make
intensive use of the reference service suggests that analysts may
not be fully aware of the services offered by the Reference Branch
or the adventages to be derived from using these services.

k. Recommendations

Adopt more aggressive methods to acquaint agency personnel
with the services offered by the Reference Branch such as:

a. Periodic rebriefing of agency personnel on OCR procedures
and facilities at a more advanced level than in the entering on duty
briefing. Encourage subsequent consultation on particular user problems.

b. Consider the establishment of an OCR bulletin and other
means to meke agency personnel more aware of reference services and
facilities.
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